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How to Use This Guide

To make it easier for you to identify certain sections within this
user guide, we have created a list of icons. These icons illustrate
tasks, timeframes, and dependencies.

% Notes are preceded with this icon. Notes are used to call
your attention to facts regarding the topic being discussed.

A Warnings, Alerts and Exceptions are preceded with this
icon.

v

A reminder.

% Information indicates to review other documentation
available on the topic.
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Purpose of This Guide

This User’s Guide helps you use and understand eQuote. In addition to this
eQuote User’s Guide, a companion manual is available for suppliers. Training is
also available for users and is provided by the Professional Development staff of
the State Purchasing Division.

6 eQuote
User Guide
Version 3 — January 2009

DOAS - State Purchasing



User Guide

Introduction to eQuote

What is eQuote?

eQuote is a procurement sourcing and solicitation tool that
enables purchasing agents to electronically solicit bid opportunities
valued up to an agency’s Delegated Purchase Authority (DPA), and
with approval from the State Purchasing Division (SPD), to post
solicitations above the agency’s DPA. Essentially, eQuote is an
alternative to faxing small value purchase requests between
$5,000 and $9,999 and to posting solicitations between $10,000
and above to the Georgia Procurement Registry (GPR).

For those State of Georgia governmental entities not bound by the
rules and regulations of the purchasing section of the Official Code
of Georgia Annotated (0O.C.G.A.) and the Georgia Procurement
Manual (GPM), including purchasing agents working for state
authorities and those working for the legislative or judicial branch
of state government, eQuote bids have no dollar limitation. In
addition, there is no dollar limit associated with using eQuote for
bids for purchases that are in and of themselves deemed to be
“exempt”. These purchasing exemptions are described later in this
manual. There is also no dollar restriction for any city, county,
K-12 public school or other non-state governmental entity that
opts to use eQuote.

Benefits of Using eQuote

eQuote enables the contacted suppliers to electronically respond
to the bid opportunity, and, therefore eliminates or greatly
reduces the paper needed to respond to a bid solicitation. eQuote
also helps responding suppliers prevent simple arithmetic errors.
Meanwhile, suppliers receive online updates of any solicitation
changes and/or addenda via email notifications, thereby making it
much easier to manage the entire bidding process. Once the
supplier submits his/her eQuote response, the supplier receives
immediate confirmation of the eQuote bid submission and is still
able to make edits between the eQuote posting and closing time.
Once bids have been submitted and the bid closing date and time
have been reached, purchasing agents are able to evaluate
submitted bids, make an award decision, and notify all responding
suppliers of the award decision.
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Other advantages of using eQuote is that the eQuote system
generates a unique eQuote number that allows the tracking of
documentation, reporting, and open records requests. Thus,
eliminating the need to obtain a Request for Quotation (RFQ)
number.

eQuote Differences for Type of Purchase and for Type of

Governmental Entity

Users use eQuote differently depending on two factors:

e Type of purchase
e Type of governmental entity

Type of Purchase

When a state agency, college, university, or technical school uses
eQuote for an exempt purchase, there is no dollar amount
limitation or DPA to adhere to. SPD does not need to be contacted
or involved in the posting, evaluation, or awarding of an exempt
purchase, and the award does not have to announced or publically
posted.

Exempt purchases are those as defined in the GPM and are in
accordance with the O.C.G.A. Often a decision will be made to
post or advertise an exempt purchase to obtain the best pricing
and competition. Non-exempt purchases are those that are bound
to adhere to the requirements set forth by the O.C.G.A. and the
GPM. For non-exempt purchases, agencies, colleges, universities,
and technical schools may use eQuote to make a purchase up to
their DPA without SPD involvement. For purchases above their
DPA, SPD must be officially and formally contacted to request
authorization.

Type of Governmental Entity

Any state agency can use eQuote according to the rules of the
State Purchasing Act (SPA) and following the policies and
procedures established by the Department of Administrative
Services (DOAS). For these agencies, the use of eQuote depends
on whether the goods or services to be purchased are exempt or
non-exempt.

eQuote
User Guide
Version 3 — January 2009

DOAS - State Purchasing



User Guide

Those state organizations that are excluded from the SPA and are
not required to adhere to the policies and procedures established
by DOAS can also use eQuote. These include state authorities and
those entities under the judicial and legislative branches of
government. For these organizations, all purchases are exempt.
eQuote is also available to any city, county, public school or other
municipal governmental organization, and the purchases of these
types of governmental entities are also Exempt.

Knowing When and How to use eQuote for State Agencies

You can use eQuote for most non-complex Requests for
Quotations (RFQs).

% All eQuotes are also posted by the system to the public
side of the GPR through the use of an automated link. A
supplier who uses this link and learns about an eQuote can
contact the purchasing agent listed with the eQuote to obtain
access to that eQuote.

The following chart helps you make the determination when to use

eQuote.
Amount Policy Tools Used
Under $5,000 | No bidding P-card, email, phone,
required eQuote

$5,000- 6 (3 minority) eQuote or GPR

$9,999

$10,000- 10 (5 minority) eQuote or GPR

$49,999

$50,000- 15 (7 minority) GPR, equote, eQuote

$99,999 with SPD approval for

agencies with <$100,000

eQuote 9
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$100,000+ 20 (10 minority) GPR, equote, eQuote
with SPD approval for
agencies with $100,000+
DPA, eQuote for SPD

Al
Wi .
As a reminder, you cannot use eQuote for any Sole
Source, non-maintenance/non-repair construction, or any
Request for Proposal (RFP) solicitations.

State Agency eQuote Posting Differences by Purchase Amount

For state agencies, the length of time to post a non-exempt
eQuote depends on the amount of the purchase:

e For eQuotes under $250,000, the chart shows a minimum
posting time and a recommended posting time.

e For eQuotes $250,000 or more a minimum of 15 calendar
days is required, and there can be no approval for less
time.

It is important that you follow the recommended posting time.
Doing so increases the possibility of receiving competitive bid
responses. If you need to use the minimum posting time, you
must indicate a reason for doing so in your documentation. You
should also indicate this same reason in the Comments section of
the eQuote.

A Should there be a situation whereby you are in a
position of having to post for less than the minimum number
of days, you must get permission in writing from SPD prior to
doing so and you must maintain the SPD approval in your
documentation file.

10
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Type of Purchase Minimum Posting Time Rationale

Type of Minimum Posting Rationale
Purchase Time
Sole Source 3 business days on Cannot use eQuote
Solicitation GPR only
Type of Minimum Posting Rationale
Purchase Time
Solicitations eQuote post minimum | Recommended
valued from of three (3) business | minimum; must receive
$0 to days; recommend for | written approval from
$9,999.99 three (3) business SPD for less than
days minimum
Solicitations eQuote post minimum | Recommended
from of seven (7) calendar | minimum- must be
$10,000.00- days; recommend for | justified; must receive
$49,999.99 ten (10) calendar written approval from

days

SPD for less than
minimum

Solicitations

eQuote post minimum

Recommended

from
$100,000.00-
$249,999.99

of ten (10) calendar
days; recommend for
twenty (20) calendar
days

from of eight (8) calendar minimum- must be
$50,000.00- days; recommend for | justified; must receive
$99,999.99 fifteen (15) calendar | written approval from
days SPD for less than
minimum
Solicitations eQuote post minimum | Recommended

minimum- must be
justified; must receive
written approval from
SPD for less than
minimum

Any
solicitation
valued at
$250,000.00
and above

eQuote post minimum
of fifteen (15)
calendar days;
recommend for thirty
(30) calendar days

Required number of
days (mandated by
law); no approval for
less than miminum.
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Accessing eQuote

To use eQuote, the purchasing agent must be registered on the
Georgia Procurement Registry (GPR). The Agency Procurement
Officer (APO)/University Procurement Officer (UPO) for each agency
(or head procurement official for non-state entities) is responsible
for determining who will have access to eQuote and then for
registering new users to the system. Users already registered with
the GPR are automatically able to use eQuote.

A For information on how to register new GPR and eQuote
users, please contact State Purchasing Help Desk at 404-657-
6000.

The following indicates the different levels of security for eQuote
users:

Security Level: Position System Access

Level 6: APO or Senior GPR and eQuote with access to

Manager all agency bids

Level 2: Agency GPR and eQuote with access to

Procurement Supervisor own bids and solicitations made
by Level 1 staff

Level 1: Agency Buyer GPR and eQuote with access to
own bids

Level 0: Buyer for small eQuote system only with access

value items or services only | to own bids

% Note that levels 3, 4, 5, 7, and 8 are designated for DOAS
State Purchasing staff.

You access eQuote by going to the DOAS webpage located at
http://www.doas.georgia.gov.

1 Click on the State Purchasing link listed under the section Quick
Links.
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The following log in screen displays.

Georgia Procurement Registry Systam
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Logging In

1  To log onto eQuote type your user’s email address in the User
ID field and your password in the Password field. For the first
time accessing the system, type Password in the Password
field.
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If this is the first time you are logging into the GPR, eQuote
prompts you to complete required information and provide
your own password. This prompt to change your password
displays at the bottom of the screen.

2  The next screen confirms that you have successfully logged
in. Click Proceed to continue.

Edit Buyer Profile Notice
PORSTER, QAYLE

was updated successfully.

viou will sutcenatically be logged off the SysBem. Lo in wiing your new password

Click
Proceed to
continue

3  The next screen requires that you sign on to eQuote, but this
time you must use your User ID and new Password.
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Once you have logged in, eQuote displays any contracts your
agency has that are still in a pending status. You will not be
using this screen in eQuote, therefore, let’s bypass this
screen and continue with eQuote Main Menu. Click on the
Main Menu link to proceed.

MATN MENLI SUBSCRIPTION LIST CONTACT LIS

BEOWSE FOR BIDG

Bids Needing State Purchasing Approval
or
Awarding by the Agency

Click the Main
Menu link to by-
pass this screen
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Bidd wit & "Precidd Meaded” of "approval” cin ROT B4 vidved by the gubliic

Lk o the "Plaaie Avard” to Awand tha bid or somplats tha RF]

BID WUHEER BID TITLE CLOSE ATE Process Ead
TIME Haaded Lhabus
RFQ2007-5009 1) har J 3006~ 10-23 Pleaig fwied Under Evalustion
1:00
RFQ2007-5001 agwn | 13 - 2005~ 10-23 Bla. Swged Under Evaluation
L0 01
: Drug Progras 3004-03-10 ¢l Lifder Evalubtion
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The next screen that appears is the GPR menu. Click on the
link New eQuote Menu.

% It is important to understand that you access eQuote
through the GPR Menu, which vary depending on the user’s
security level. You will notice that the old version of eQuote is
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still available. This selection is available to enable purchasing

agents and others to work with and view eQuotes posted

prior to the March 31, 2008 implementation of the enhanced
version of eQuote. However, you cannot post new eQuotes in

the old version.
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@ Although the available menu displays based on user’s
selected security level, the difference in menus is not an
important factor for eQuote with the exception of the
Reporting function. For this reason, only the Level 6 GPR

menu displays here. All levels of users enter eQuote using the

same method.

Posting a New eQuote
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Prior to posting a new eQuote, follow these steps to help simplify
the process.

1

Locate all documents you plan to attach to the eQuote and
save them in an easily retrievable location on your computer.

Determine all descriptions and comments you plan to include
in your eQuote and create them in a separate Word document
from which you will be able to cut and paste onto your
eQuote. (This is suggested because the eQuote tool does not
include spell check capability).

Decide on which NIGP Codes you plan to use with your
eQuote.

Since using eQuote replaces posting an RFQ to the GPR,
determine what other requirements are part of the solicitation
so that you can include these in your specifications and
requirements and potential suppliers can be told what to
include in their responses.

Below is a list of points to consider including as part of your
eQuote solicitation:

e Well-defined specifications or a clear description of scope

of work

All contractual terms and conditions

Delivery requirements

Quality expected, including performance requirements

Samples required, if necessary

Packaging requirements

Warranty information

Insurance and/or bonds requirement, if applicable

Pre-bid conference or site visit information, if applicable

(must not be less than 5 business days before eQuote

closing date)

References required, if necessary

Training requirements

Maintenance or installation requirements

Whether or not you are going to ask suppliers to submit

discount options for early payment

e Asking suppliers to specify the length of time their pricing
is good for (since eQuote allows for re-awarding)

e Asking the supplier if the P-card is accepted
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1

To post a new eQuote, start at the eQuote Main Menu

eQuote Menu

Post Mew eiJuote & Click here to post

<

e r—— < .001o] @ NEW eQuote

View Intended Award that traqgered NOLA

guote Reports Menu

Just for testing

gauote List fo hard close o quote

eauote MOLA fast forward

Fugtum To Main Meny \
. mmﬁ

Exempt versus Non-exempt eQuotes (for State Agencies, Colleges,
Universities and Technical Schools)

Handling eQuotes for Exempt purchases is different from handling
eQuotes for Non-exempt purchases. Exempt purchases have no
monetary limitation or SPD approvals, do not require formal
posting or reading at closing, and do not require either to have an
NOIA or an NOA to be posted.

Exempt purchases are those described as such in the GPM and
include:

e Construction and/or Public Works Contracts for several
public authorities, the Board of Regents, and the
Department of Transportation. This does not apply to
purchasing construction or building materials.

e Department of Education’s purchase of school textbooks

e Space Management for real estate administration

Department of Defense for purchase and issuance of
military property

e Technical instruments and supplies and technical books and
other printed matter on technical subjects; also,
manuscripts, maps, books, pamphlets, and periodicals for
the use of the State Library or any other library in the state

eQuote
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supported by state funds; also services

Livestock for slaughter and perishable articles, such as
fresh vegetables, fresh meat, fish and oysters, butter,
eggs, poultry and milk

Emergency supplies of drugs, chemicals and sundries,
dental supplies and equipment

Personal Employment Services: Only those services
rendered by a person who works full-time or part-time for
and under the control of the state and receive
compensation as a salary in direct payment from a
department, agency or institution of state government.
Department of Community Health for the purchase of
health insurance for state employees and public school
teachers under the State Health Benefit Plan

State Personnel Administration for the purchase of flexible
benefits for State of Georgia Employees

Office of Treasury with respect to investments and
investment related services

Hatch and Smith Lever Act purchases - Agricultural
purchases from land

Specified Professional services, which are limited to those
services which are defined by a statute as a “profession” or
“professional service”. The following services are statutorily
defined as “professions” or “professional services”: certified
public accountancy, actuarial services, architecture,
landscape architecture, interior design, licensed or
accredited appraisers or licensed or accredited financial
analysts providing opinions of value, chiropractic, dentistry,
professional engineering, podiatry, pharmacy, veterinary
medicine, registered professional nursing, harbor piloting,
land surveying, law, Psychology, medicine and surgery,
optometry, and osteopathy.

Other approved exempt purchases

Posting an Exempt eQuote for State Agencies, Colleges,
Universities and Technical Schools

1

The following screen appears for an Exempt purchase after
clicking Post New eQuote. For an Exempt purchase, Click Yes
(note that the default is No).
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exempt from this regulation. 15 the bad you are about ko post exeenot from the DPA regulation?

Click Yes to select
Exempt.

2  The following DPA Exemption screen displays.
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smempt from this regulation, [ the bid you soe about Bo post axemet from the DPA regulation

Use the
Plases salact one statmment Hhatbeut fits the sibestien for s bid drop down
T —— - box to
Enter a Tusifin afisrs for ©HFA Eeopsd s linn | ssong Sen - Se|eCt the
ustificati = type of
et [
purchase P, f | purchase.

3  The following screen shows an example of a justification.
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Click
Continue to
proceed

4  The following screen displays first.
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The steps for the remainder of the eQuote posting are identical to
those for eQuotes of less than $100,000 with the exception of the
amount of time the eQuote is posted, which is determined by the

purchasing agent.

v

There is no NOIA or NOA posting requirements for
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eQuotes $100,000 and above.

Posting a Non-Exempt eQuote for State Agencies, Colleges,
Universities and Technical Schools

When posting an eQuote that has no exemption, the purchasing
agent needs to consider three factors:

1 The amount of time the eQuote will remain open.

2  Whether or not the eQuote is above or below that agency’s
Delegated Purchasing Authority (DPA).

3 If the eQuote is for $100,000 and above.

Determining the Length of Time to Post an eQuote—the
eQuote will remain Open

Any time you include a pre-bid conference as part of the eQuote,
you must include an additional time of five (5) business days
between the date of the pre-bid conference and date of the eQuote
closing. For other posting time decisions, the next chart provides
assistance.

In selecting the appropriate posting period, consider the complexity
of the solicitation and an appropriate period of time for a supplier
to review the solicitation, ask questions, and prepare a sufficient
response.

If you decide to post an eQuote for less than the minimum posting
period, you must first submit a written request with detailed
justification for such shorter posting period and receive written
approval from SPD prior to proceeding with the shorter posting
period.

gl
e | o
If approved, keep the written approval and justification as
part of the procurement file.

Type of Minimum Rationale
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Purchase Posting Time

Sole Source
Solicitation

3 business days
on GPR only

Cannot use eQuote

Solicitations
valued from $0
to $9,999.99

eQuote post
minimum of three
(3) business
days; recommend
for three (3)

Recommended
minimum; must
receive written
approval from SPD for
less than minimum

Solicitations
from
$10,000.00-
$49,999.99

business days
eQuote post
minimum of
seven (7)
calendar days;

Recommended
minimum- must be
justified; must receive
written approval from
SPD for less than

recommend for minimum
ten (10) calendar
days
Solicitations eQuote post Recommended

$100,000.00-
$249,999.99

(10) calendar
days; recommend
for twenty (20)
calendar days

from minimum of eight | minimum- must be

$50,000.00- (8) calendar justified; must receive

$99,999.99 days; recommend | written approval from
for fifteen (15) SPD for less than
calendar days minimum

Solicitations eQuote post Recommended

from minimum of ten minimum- must be

justified; must receive
written approval from
SPD for less than
minimum

Any solicitation
valued at
$250,000 and
above

eQuote posting
minimum of
fifteen (15)
calendar days;
recommended for
thirty (30)
calendar days

Required number of
days (mandated by
law); no approval for
less than minimum

eQuotes Posted Above the DPA (example of this is provided

24

eQuote
User Guide
Version 3 — January 2009

DOAS - State Purchasing




User Guide

later in the manual)

As soon as the purchasing agent anticipates posting an eQuote that
will be above the agency’s DPA, he/she must send the One-Time
Request to Exceed DPA Form to SPD. You can find this form on the
SPD website under the Operational Forms.

After completing the form and sending it to SPD, the appropriate
SPD Group Manager will determine whether to handle the eQuote
solely or conditionally by the agency or by SPD. The purchasing
agent then, receives an email with this information. If SPD
authorizes the agency to handle the eQuote, the purchasing agent
then proceeds with the posting of the eQuote and indicates in the
Justification box that “"SPD has given authority to the agency” as
well as the authorization number provided.

If you do not submit the One-Time Request to Exceed DPA Form
before posting the eQuote, eQuote will ask for the justification and
will remind the purchasing agent to submit the form. Although the
same process occurs by submitting the form at this time, doing so
delays the posting and awarding of the eQuote.

If you post an eQuote at an amount below the agency’s DPA but,
the award is above the agency’s DPA, the purchasing agent must
submit the request form to SPD prior to making the award and
obtain approval to proceed with the award.

Posting eQuotes Over $100,000

When posting and/or awarding an eQuote over $100,000, you
most post a notice of Intent to Award (NOIA) on the eQuote as an
attachment prior to the final award.

When you do this, eQuote sends an NOIA announcement to
responding suppliers and provides a calendar count-down of the
ten (10) day time period after which the award can be posted.
Suppliers participating in the eQuote will receive the NOIA email
announcement and then the subsequent award notification.

At the end of the NOIA ten-day period, if there are no protests of
the eQuote, you are required to then post the NOA attachment on
the eQuote. The NOA must include:

e the award amount
e what was purchased
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e the awarded supplier
e the non-awarded supplier(s),
e the reason why a supplier did not receive the award

Adding Additional Terms and Conditions

Because eQuote’s Terms and Conditions are very general, it might
be necessary to add more specific terms and conditions or an
agency contract to the eQuote.

\

Wi |

The supplier must agree to the Standard Terms and
Conditions included in the state’s eQuote, and additional
terms and both sides must sign the conditions. The
purchasing agent should include the ability for the supplier to
submit exceptions to those with the eQuote response. The
purchasing agent can approve and incorporate exceptions to
your contract or Terms and Conditions into the final eQuote
award.

For non-state governmental entities, add terms and conditions
specific to your entity to the eQuote.

Completing the eQuote Header

The eQuote contains two distinct sections. First, complete the
Header section:

1

2

Type in your phone number

Provide an easily-recognizable title for the eQuote

Include a summary description of the eQuote. If you would
like the supplier to submit discount information for early

payment (net 30), this is a good place to include that.

Type in the estimated amount of the eQuote. The supplier is
not able to see this estimated amount.

Select a date for the eQuote to close. The screen includes a
chart containing the posting solicitation guidelines.

26

eQuote
User Guide
Version 3 — January 2009

DOAS - State Purchasing



User Guide

T et Paslesg - Sravelt Ind reret Esgdorer

k- D O Bseets et 3B B - BB

Agddreud |E] g el e Sa0e. . s PR SaD0hr 2 feuateCireer

T et Competits #ations Gaidelines - Microsolt Intermet Baplorer

Competitive Sohatations Guidelnes

FRrtemmrnded

P Periad
Pl mimum o Thres
Busmres Dwys
Plivirem of frea (5) Cabendar duye Bemirballing

Minimras Pasting Peried

Pl ol teo (T buasnesd dayd

Pl o of o

Plmimiem of &ight (F) Calandar duye 193 Cbomchas D

IMssirnm oiees (B0 Cliendiar duys ;h‘?.l MFD'W
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separately

Use the calendar to select the date the eQuote will close.
Only dates in black are available. Once you click on the date,
it populates in the eQuote field reserved for that.

Also select a time for the eQuote to close. The time must be
between 8:00 am and 5:00 pm, and remember to indicate
AM or PM.

This example displays the first part of the Header section
completed.
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Assigning NIGP Codes to the eQuote

You select and assign NIGP Codes at the Header level. There is no
limit to the number of 5-digit NIGP Codes that you can assign to
an eQuote.

You can assign NIGP Codes to your eQuote using the following
methods:

e Using the keyword search technique
e Using the numeric search technique

Assigning NIGP Codes Using the Keyword Search Technique

To assign NIGP Codes when you do not know the NIGP Codes
number, use the Keyword Search.

1 Make sure to activate the Keyword Search button. Then type
in the word or words describing the purchase. This example
uses pants for the search.
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2  The following is the result of the search using the keyword
pants.

B 1) _keymord_ssarch - SSceosalt Inbesnet Deplones
Ohe [t e Fgeortes  fock el
dupeck = 5 - @ [T G Bitewh Fitarin 3 F- &6 - B IR

Aghieeas [@] etp- i S slate. ga.un PR apir en2 T _beyeerd_ewth. ip

efuate 5 Dhgit NIGE

-1

HIGH coedirs are Sesigrmd To bnaes ot the 5 dagd level. Basdorw s Eha bt of thie thees(3) daget NIGR
codes and fege gt HIGF codots ridated to your search,

£ code ol apphcabile

TEEEE  CLTHIMG, ATHLETIE, CAVUAL, BREEE, UsF

AREE  FIRE FROTUETION DAERsE AT ARE SERLE S

I 5i05e  Firs Brotaction Slothing (Turmaut Sosts, Bunbae Banti, weads, Sleves, )

: wcm-*\_/_\ Loe]

3 At this point, select the NIGP Code 20044. Using the same
method, select shirts (20077), socks (20151). eQuote inserts
the selected NIGP Codes into the Header section. Review the
following screen.

4  Once the NIGP codes are correct and complete, click Submit.
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Assigning NIGP Codes Using the Numeric Search Technique

1

If you know the NIGP Code(s), use the numeric search. Make
sure to select the Numeric Search button. The first screen
shows 3-Digit NIGP Codes and is selected first. This example
shows the purchase of clothing and clothing accessories.
Therefore, search and select the 200 and 201 codes.
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2  Next, scroll to the bottom to obtain the 5 Digit Codes:

He ER few Faorte Lo e
wtek - - @ G e Eeets FIE-SF-HE

Actress (@] hetpe sl doas. st e g8 PR Sac0trsn2 eCuoteCaver =] oo ks

I a7s ronmas oR LEASE
UQUIPHINT, AHD MARIND §QUD

TCES OF BQUIFMENT « AGRICLATURAL, AIRCRAFT, AUTCMOTIVE, MEAYY
MENT

[T 277 REnTAL OR LEASE SERVICES OF BOUIFMENT « APPLIAMCES, CAFTTERIA, FILM, FURHITURE,
HARDWARE, MUSICAL, SEWIHG, ASD WENMDOW AND FLOOE: COAMTRDNGS

r srs EENTAL OF LEASE SERVICES OF ECUIEFMENT - EHGENEER]I NG, HOESRITAL, LARCEATSRY, FRECERIOH
ISETRUMENTS, REFRIGEEATION, SCALES, AND TEETEHG FOU IPMENT

=

[T $ba MERTAL OR LEASE OF BQUIPMENT - GENERAL BGUIBMENT

T 503 RINTAL OR LEASE SIRVICES OF BQUIFMINT « CLOTHING, JMHITORIAL, LAURDHEY, LAYH, BAINTING.
SERATING, AND TENTILE DGUISMENT

[T 504 BINTAL OR LEASE SERVICES OF COMPUTERS, DATA FROCISSING, AND WORD PROCISEING
IQUIPHINT

[ %S RENTAL QR LEASE SERVISTS OF BOULPMENT « OFFLCE. PROTOGRARM]C, FEINTING
RADIOSTELRSTSI0M TELEFHONE FQUIFMERT

[ 968 BoADIEDE, GROUNDE, RECREATIONAL AND BARE AREA BERVICES
r PEEF RAMPLING ARG SAMPLE FRIPARATION SERVICLS (FOA TEETIHG)
C s FECLEITY, FIRE, SAFETY, Al EMESGENTY BERVECES

- FI2 TEETIRG AND CALIERATION SERVICES

T s%8 saLs oF SUBPLLH & SASOLETE TTEM

Click to view 5
Digit Codes

5 DIGAT MIGE SELECTION

3  Scroll to the bottom of the screen to assign the codes and
submit as the Keyword Search technique previously
described.
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Deleting NIGP Codes
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mRE1T Bandanen, Henksrchiafn, T, #ic

Sy | dare, Hal Hagd, feaal o

._1_‘-

1  To delete an NIGP Code simply check that box next to the
code and click Submit.

% eQuote will ask to verify that you would like to delete
the selected code(s).

Adding Documents to the Header

You can add an unlimited number and types of documents to the
Header section of the eQuote with the only limitation being that
the documents cannot exceed 10 megabytes.

i\ -
—— Do not add documents that include an RFQ number. The
eQuote number replaces the RFQ number.

A good way to include additional Terms and Conditions or an
agency contract is by using the Add a Document feature.

1 To add a document, click the button Add/Delete Documents.
The following screen appears.
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2  When you click browse the following screen appears. This
enables you to select the document or file you wish to add to
the Header section of the eQuote. Find and select your
document and click Open.
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eQuote uploads the selected document.
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Submitthe Document |

3 Name the document and click Submit.

é Do not use any special characters such as * or # when
naming the document.

T rljunte add Bocorents - Sicrosnlt Inbrmet Exploner

Ble [t Wew Fgeortes Dok beb E
& .= 0 O 4| & &5 O B & B.H @& '
Back - Sop  Refreh  Home  Sewth Frnbes Mstory | Ml e Deours  Eesawch
e [ @] btncfosl oo, stabe, o cn PR Sapotn s Tk sdcoument =] e s

= g e S

Gocumants
Click to add
Sabect bad Gocumint 1o ba ported fromyour cospaten [~ DBiowas k more

Enter the title you want related with this document. |

documents

Submitte Document. |

Bocanents sbmitted

ik i st WiThe. e ik Thet daamentt

Click to open to

make sure the bacumant Tithe Select documant for m.l Click if you wish to

D] ey arAAPLCT 00T h

correct |y [flineny ntryctices | ™ gilcel};antehnet selected
document was Doluta satocted Documant |
selected

Click to

-1 returnto [P Feun s
Header
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4  Once you click Return, the following screen appears showing
the assigned NIGP Codes and the attached document.

:'rl}nulf Posliryg - =srrosolt Inbrenel Fsplorer
Ble [t few Fpeorbes Toos  Help

- . 0 O 4| &8 m 3|6

Bk Top Refresh  Home Sawch Faworbes istory L]
Agddress |EJ higipe jlesl doaw. stabe . 4 e PR SapotrarShrchsturs
q Chosieg Date [

i)

Chosing Tima o 'E,IL‘E -rl b)) © A g

HEgE Cru iy © kapwoed Saarch © Humas: Saurh

Asesgn NIGP Codes |

Attached
document

Trim arvsaman Eu 44/ Disharkes O ey |h

1SS T LT 2 T

5 Click Submit and return to the Header now in blue with NIGP
Codes and attached document(s) displayed.

T} elunte Review - Microwoll Internet Eaplorer

Be [t e Fportes Jook  Hep

o, .0 Boad w3 - & H H B
Back oo Rl Home | Seawth Faorkes Wetory | Mal it Dz Repaw
Agkdrecss [@] bt ool o, stabe. oA/ PRS0l s e QunteCiness =
| eCuote Humber: EQ-46100-54
Ageney MNama! 46100 JUVEMILE JUSTICE DEFARTMENT OF
Contect Hame: studentll, Sudensii
Comvtact Phomer A04-656-6131
Cantect Email: shucher Ol doas.gagov
Fiscal Yaar 2008
eQuote Title Agsorted Clothing Ttess
eCuete Descoription This eGjuote is for astorted clothing Mems includieg pants, thirts, ecks,
haty for males oged 1 0:14, Please include corby-payment discount (net
30) separately
Cleging Date /1542008
Clesing Time 1000 P
Extimated Comtract Value TRO00
HNIGF Code Swhection: 2006 == Coats, Jackets, Parios, Vests (Cold Weather)

20044 — Penty, Slacks. Trouners, Sharts, Toong, te.
2007 — Shirty, Dress and Catual
20074 = Silk Screened Shirts, Jackets, Hats, étc,

20165 — Baimergar (Raiscoats, Slicker Suits, Storm Swits, Usbeelios,
a9}

el Bocamemts!  Dlivery insteuctions

You have four available options after completing the Header:
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Update the Header

Save the eQuote and release it later
Cancel the eQuote

Proceed to the line section of the eQuote and adding lines
The following sections review how to complete these steps.

Updating the Header

With any eQuote, simply click Update Header to update the header
at anytime. Doing so brings you back to the working section of the
header and enable you to add or delete NIGP Codes, add
documents to the Header, change closing dates/times, etc.

] rijunte Heview - Microwndl Infternet Laplarer

Be [ few Fpokes Dok beb E
= B - O - fh & 3 B & BH . B B

Back Sop  Fefresh  Mome | Seach Favorbes Metory | Mal Pt Dmons  Resswch

Agiress (] hetpe) e o shabe, ga AR PRSI SO eCuhec v =] @0 |unks
o A F T ST

L:0e P

TEDOQ

20008 — Coats, Jockets, Parkas, Vists (Cold Waeathar)

2004 — Pents, Slacks, Trousers, Sharts, Tens, efc.

00T == Shirts, Dréss and Casual

20074 = Silk Screened Shirts, Jeckets, Hat, ete.

20065 — Rainwear (Ramcoars, Shicker Sudty, Storm Surts, Usbeallas,
l‘ )

eCuots General Documents | Delivery inftructions

Lipdate Hissder

Audd Hirer Liniis b

Seww eQuots 1 release later

Cancel e0ucie

Saving eQuote to Release Later

You can save an eQuote and retrieve it later for up to 30 calendar
days.

1  To save an eQuote, click Save eQuote to Release Later. The
following screen appears.
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TR EQ_peleae laler - Miross e
B Mot et ek L
= = _ @ O a
Agires [ hetpeTovl oo stabe, gaun PREsppir e ePrvires

Yo GOuste hid beon Savid, you have 1O elease thet sducte within 30 days fram the laset
ecited date. Aftor 30 days the eduate will ke desctivated,

[Fophurm 0 Mbard

2 To return to the saved eQuote, return to the eQuote menu
and click Review and Maintenance of eQuote and the
following screen appears.

eQuote Menu

I Review and Mamtenance of eQuote
e [rtended Award that triggered MOTA

euote Reports Meny

Just for testing
eQute List 1o hard ¢lome a quate

euote MOTA fost forward

3 Notice that the status selection defaults to Open. Click on
Saved eQuotes and then click Next.
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eQuote Review & Maintenance

Sawwd weater

Urdar Evalyation aQuobes

Coancalled afusing

W
r
¢ Avarded aQuoter
r
r

Clagad #Qustui(Hy bidi resatead]

Find the correct Saved eQuote and click on the desired
eQuote. At this point, you can work on the selected eQuote.

T eijuctes st - Hicrosolt Intemet Explorer

Ble Edt WVew Fpakes Took el

0 0 a|a o @-

Sop EBefresh  ome Sewch  Favorbes Mty Hall

Agdress I-L] Battp: [Tl doaw. sabe g PREa00irar DG _open. Bp

List of Saved eGuotes

Click on aCuete Mamber to Update
eCuote Humber eCurte Titk Agancy Cwote Status
Bl | 0054 ‘Agrorted Clothing Ttems 4100 |raved

EQr4b|00-B6 | Asterted Clothng Trems 6100 |saved

Figfum ko Manu

At this point, you have the choice to:

e Update the header
e Cancel the eQuote
e Add lines
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e Save and release later
Canceling an eQuote
Anytime you decide or need to cancel an eQuote you MUST
provide a reason. If the eQuote has already been, the suppliers
receive an email informing them that the eQuote has been

cancelled. However, the email will not provide the reason for the
cancellation.

é Simply writing Cancel is not a valid or acceptable
reason.

% If you do not receive any bid responses by closing and
award time, the eQuote will be Closed instead of Cancelled.
Adding Lines to the eQuote

You can add unlimited lines to any eQuote with each line being
added separately.

1  To add lines click Add New Line Item. The following screen

appears.
':'rljnulfluu- Mirroandl Inernel Fuplarer [
Be Ed few Fpode lak Wb E
& .9 0 4 & & 3 B & F B B
Bk Shop  Refresh  Homs Search Faworbes  Mstory L Friri Doy Research
Agddress |EJN':~.'J'W¢\¢-= stabe, 08 sn PRl SacR ey :] 4::'

o]

efuate Line Ttem Description
Lina Tiths Ii
et il M i 'ﬁ

Aswbgr MIGE ts e

st B
wadal Brand

sasrdbar of Bnits I_
I

Decurrisar s AdddDielete Documants |

This example shows Department of Juvenile Justice creating an
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eQuote. This example shows that for Line 1, the purchasing agent
wants to buy 200 men’s pants, navy blue polyester with side
pockets and a zipper in the front. The eQuote reflects assorted
lengths and sizes up to 5x.

Bl Edt Yewm Fpeortes Took  Hep

& .8 B a | & @ 3 B &
Btk Fop Refreds  Fome Sawch Faworbes Metory Myl Frirt
Agddress IE:I highpe el chcans. stabe . pa m PR Rapirar O scR eview

i |
euobe Line Ttem Description

e Wens Parks
Lina Hapriber Ii
it @l B i 'h

Hasnibear of Units
i

Adibiga NECI b3 i 20244-Pants, Slacks, Trousers, Shors, Jeans, eic

D strip by

it Havy blue polyester with side pockets

and zipper in front. Assorted lengths
and sizes up to Sx.

2 To select the NIGP Code, click on the drop-down box and
choose the one that corresponded to this line.

% You must select one NIGP Code per line.
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Bie [ e Fpeortes ook el i

- . O & [n) L= & 3 B®- & B . M\ L=
ik Soop  Eebiesh P Sewih  Facwnes by ol P Eiipuss  Metamih
wﬁj Bty [Tl clicsn., 08 b et Ly PR S s ey 3 G | urks

el
efluote Line [tem Desomption
Lises Tithe b Paati
thththth I—
e [[ ach j_.
R e L I_
Ssarvgen ELIA e Bl |."'.-.1-1 Pants, Slacks, Trouden ti, Seans, o =]
Ermen rigaBiman
bl g aon - i e P = k] e’ e |

007 [ Ehats, Dveried 0l Catus

(2007 4= Sk Scraietonndd Shirte, Aackats, Hati, o
(P01 B Pasrren or (Finemcoats. Skokor Swis, Sionm Suds Umnmbcoline odc]
—— AddDieteie Dotuments |

Adding a Document to a Line

You can add documents to the Lines the same way you add them
to the Header. There is no limit to the number of documents that

you can add to a line. Maximum size of the file must not exceed
10mg

This example shows adding a document to the line that has the
specifications for the navy pants.

1 Click Add/Delete Documents.

2 Select the document from your computer and enter a title for
the document.

3 Click to Submit the document and then click to Return.
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].-q....l..-.pl..1|'.-...-..-.u. b r el Indeenel Exphiver

B 8 em gt Lok beb

e R A Fp - T B Vel BT <3
| Tap: R L) Ml

Rack: Seach Pavorbes  bsbory

A ] hespe il oo s abe. ga PR ppiT e e e

State of Georgia eQuote System
Add Dodumdent

aCuots Mumber:  EC-i0000-56
aCuote Title: Assortad Clathing Ttems

Canumants

Satect bid documir? 10 ba posted from your conpeter, [PlequolniesCdoc ||

Ertar the 1ifle you want e lahed with this decument i:,,n-,, spncACabang

Subma e Documen |

Bl [dE  Fw=  Fgerken ool Hel
@ o= 08 B [ B

)
Back o Mafeedh  Home | Searth Faveies  Helory il ik

Agdirean I'_'ll!'u ATl cBcar. FLabe. (. (T Lagyplr i Nanflaiun 1y

euote Line Item Description

— et Pats

Lirwe Hastrslier I—
Uit o emurs rr——

Fasvider il Eaita 00

Autemly PN [20044Fants. Siacks. Trowrers. Shore. Joans. #ic

|

I riga S

S0 Beanat Havy blus polyestec with sids pockeza
and cipper im front. Assocted lengths

=

and SLEEs wp o Su,

AddDaloin Dacurats ]4_

Click to view
the selected

document

Click to add
another
document or to
delete the
selected one

4

s | L &

By clicking the Submit button, you return to the blue

Header—now with Line 1 inserted.
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Posting a Non-Exempt eQuote Above a State Agency's
DPA

When planning to post an eQuote that is above the DPA, you must
submit the One-Time Request to Exceed DPA form to SPD prior to
posting the eQuote. SPD will decide to approve the request,
approve the request with one or more conditions, or deny the
request. SPD will then assign the request a unique number. If SPD
approves the request or approves the request conditionally, the
purchasing agent simply includes the approval number in the
justification field.

é If you post the eQuote without submitting the One-Time
Request to Exceed DPA form, you will have to begin the
process of entering the eQuote and then wait for SPD’s
response.

The following screens provide an example of an eQuote above DPA
when the One-Time Request to Exceed DPA form has been
previously submitted and the request has been approved. In this
example, the agency is purchasing Janitorial and Carpet Cleaning
services for a large building.

T rijnt e Posting - Mcrnsolt Indrimet Dopores
Bl [t Wess Fgortes Lok e
o .0 B a4 d ® 9 B & = . |
Bk Sop  Refeesh  Mome Search Favorter  Hstory [ ] Frink
Agddress |E,'I hiotpe el o stabe. pas PRESDnE TG _oower

TR T 2 T

#Quate fMaavhar EQ-40300-07
Agancy Nama I

[etecdmet 1. studanil

EED

I'.‘.dl.-r." 1 @doas gagos

2008 =

[J:r.m- al anl Carpot Cleaning

act Eo clean cffices, Bathsooms,

Fliavea el
Cantract Walue

Closing Dabs

Eling T I[ﬂ =|.|00 *I [ ¥ Se——" T
' wgyword Gaaed O bign Bannch

HIGP [oda telecson:

When the purchasing agent attempt to click a closing date the
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following appears stating that a rationale is needed to justify the
eQuote that is over the agency’s DPA.

TN runle Posig - Merosalt Indrirset Bglorer

s o= @ B g & @& 39| B & B 1) |
Back: fop  Refresh  Home Search Favortes  Hetory P Frint 3 [
Adrenn [ ] hetpeTosl o s, QA PRES00ISNZ IED_Dover =l ce |k
] Ageniy Haiie | 7 m 4 L:I

GanAt R P |“.-1me| giudanill

[4psess-13

Conisck Flane

Caniect Ermad

[xadent 1 Grdcas gages

Fiac sl Fowr

& e Tiths

Dsaripiien
Thee it cone et vakon of the bl b dreshsr than oo adary DPA. Plais aer

Tt bor Lhis eenl.
4

[ 200000 O mgency OPa nn 1100000.00

&=

(i3} 'I. 00 =} phawen) © am T opn
i

RE PO T T

o Fayward Semch Momarnic Seacth

Avsign HIGE Codes |

After clicking OK a box appears to allow the user to enter the
justification for the purchase.

5 elunte Posting - Microsolt Ind et Exploner
B Edt Mew Fgeorkes  fooks b

« = 0 b &/ 8 @@ 3B

Back Top  Refresh  Home | Seach Favoriber  Hestory Ml
Agdreds |!J hiztpe el oo shabe. 0a.Us PRE0DT SN2 Lot oeer

T =

e e [Jankscial and Carpet Ceaning

Anneal conceact to clean offices, bathrooms,
kalls and also o cleam carpecs

200000 D0 agency DPA ir §LO0DIO.00

Sxrragiiize Sohobshiong Shedebngy
T e p— T .1

Enter a

justification with

the SPD
approval
number

LT Cde Saadun s

Cleaning i needed on & daily basis, eCuote has
[feem approved by 5P per #1456

[ )

I
IE.IEMM] T oan T om

-

Eayvord Sasech © uraric Saseth

Assign HIGP Codes |

The eQuote Header is completed with the NIGP Codes and
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document added.

:I rijanHe Hevirw - M rowolt Inlernet | aplorer -
B Edt e Fporkes ook b -.

= o= 0 b a d @ I B & = H ®
Pack v Sop  Refeesh  Home Search  Favoeber  Hetory ] [Prink Deons  Remssch
Addeeas I!Jh'!n Al s shabe, gaun PRt s feCucteCoeer _."J ‘bm Lrds

;b

2008

Jenrtorial and Carpet E:mmng

Asnusal controct to cheon offices, batbeooms, halls and also fo chesn
cerpets

011642008

1 PA

Extimated Comtroct Value 200000

100 — Carpet Cleaning, Dyeing, Installatmn and Repar
D103 == JentorialCustodial Services

Contract for Claaning

Line 1 added for Janitorial Services followed by Line 2 for Carpet
Cleaning.

:'rl,'lml r Hewiew - Microwdl Inderned | uplerer
Ble [ 'fes Fportes Iook  {ep
i L0 B8 8 & 3 B & H . OH B
Back: Sop  Fefresh  Home Search  Favoribes  History Ml Frink D=ons Fatsstch
Agress [ hetpe Toal o state, 08 PRES00I B2 JeCLine

TN T

Estimated Contract Value 200000

HIGE Code Selections 21000 — Carpet Cleaning. Dyeing, Insrallation and Repair
RI039 — Jansoral Cuttodial Services

wluete Gentral Documints| Contract for Cléaning

Uipdiste Header

E
e

Senve e0uote 1o rlaaie ol |

Sove & Falease |

When the attempt is made to release the eQuote, the following
appears telling the purchasing agent that SPD has been notified of

eQuote
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the eQuote and to submit the One Time Request to Exceed DPA
Form. Since the form has already been submitted, you do not
have to complete the step.

T} rluobe Dwer DPA - Microsolt Inbermet Egplones
Ble [dt Wew Fporkes ook el
« .= . 0 0O 4|8 @

(%}
M Fonward Top Refeesh  Homs Search Fawwber Moy
Agicres [ hetpe ool o stabe, g4 PR DDir s eaFrvres

'
Ml

eQuobe Ower DPA

o Iroy
Qne Time Excasds DRA Fonp and submat 6t to S

SPD completes the process and you receive an email confirming
the approval to proceed with the eQuote.

BB eljunte DFA bid authority FQ-40500-07 - Hesssge {Plain Test )

! bl | CPectyo ) | CpPormed | @ 0 BL Y [ (DR X e e 08,

P EX Wom Imet Fomee Db aom ek

Froee: shudent ] | o g0 Serk St NIS008 641 PM

To: Traind, Proosesent

L

Subrject:  eQaacte DFA bl seitierity EQ-80000-47

htuuntn. studentll, The State Purchasing Divisiem (SPR) has given yous agency CONPLETE
central of efuste 'E3-10300-87' to complete the peccemaing &ycle. Flease legin 8o the ayst
and complete the educte popting peocess.You will find eQucte 'EQ=40300-87' undes saved o
Ligk umtil wou releams 1E Lo vendera.
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In the case that SPD gives a conditional authorization, the
conditional authorization most likely will be that SPD be contacted
before posting the NOIA or awarding the eQuote, but other
conditions are also possible.

After receiving the email confirmation, return to the eQuote menu.
You can find the eQuote as a Saved eQuote. You can now release
it to the suppliers.

% You can make any changes to an eQuote. However, you
cannot change the amount of the eQuote. A change in the
amount requires you to re-submit the request to SPD for
approval.

Posting a New eQuote by Other State Government
Entities

State governmental entities that are not bound by SPD’s rules and
policies, including state authorities and those working for the
legislative and judicial branches of government, use eQuote in an
Exempt manner—in the same way that a State agency would post
an Exempt purchase. The following is an example.
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eQuote Menu

Click to post
New eQuote

P
Post Mew eQuate |

[Tl anice of

MainTe

Wigw Intended Award that trigaered MOTA

it Beports Meny

Just far testing
elduate List to hard close a quate
elauwate MOTA fast forward

Rietum To Main Menu

The following screen displays.

Bl [k Wew Fgeorkes ook beb E
Sieck - 0 - @ @ Bisewch EFeos 3 B S F-HR )

Al i Iﬂ hictpeTesd cioas shabe. ga.us PRS00 mnd frhed:

eQuote Posting Ablt t
ility to
i s e 3 e copy from
EQ-92200- 10 prior eQuote
[

[sasdemill studantid

[stsdenl B deas go.gow

[
—

P =

The steps for the remainder of the eQuote posting are identical to
those for eQuotes posted by State agencies.

%There are no NOIA or NOA posting requirements for
eQuotes $100,000 and above.
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Evaluating an eQuote

Once you have posted the eQuote, you should monitor the eQuote
and supplier responses by using the Review and Maintenance of
eQuote function.

Review and Maintenance of an Open eQuote

1 To access this function, return to the first eQuote menu.

eQQuote Menu

SRS Click to proceed to
Beview and Maintenance of eduate the Review and
Maintenance screen

A

Just far testing

eauote List to hard cloge a quote

eaunte MOTA fast forward

Eetum T bain Manu E |

2. Then, click to view all open eQuotes.
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3

4

eQuote Review & Maintenance

Select Status

Al wQuoker

F—— Click to view all

a

W,
o
¥
r
r
"
C

et

open eQuotes
Saved aCuotes

Under Evaluation efuotes
Avarded efuctes
Cancelled eQuotes

Closed eQuotesNo Bids received)

Select the eQuote you want to review.

List of Open eQuotes

Click on eQuota Mumber to Update

oQuote Mumber eQuote Title Agency Quote Status
EQL40300-113 Perishable Food 40300 [open
EG-40300-203 19 Tanitorial Services 40300 jopen
E%‘DEID.U-E.Z?; ..M,',i'-;eriih:lh'anud 40300 open
EQ-40300-35  Student 17 May Perichable Food 40300 open
E-40300-455 Perishable Foods July 40300 .I:IF?I'I

@;H.J.E 00-456 [Assorted clothing rhems 0300

Riefum to Manu I

Select the desired eQuote.

open

hh"“‘~~5_‘..llIIIIIIll".,.il""-----hwhhh"“=-H \
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) eijuct & Fosting - MEcroscll infenmet Explorer

Ble Gl Wew Fporkes ook Lep

e .8 [ ala & 3|6

Back Stop  Fefesh  Mome | Sewch Favorkes  Mstory M
Mﬂ'ﬂim Btk el doge- sabe oo PREMCOE SO ek, pp el Plaacer P =195

e@uote Maintanence on EQ-46100-56

The following options are available when working with an open
eQuote:

e View the eQuote— i.e. for accuracy

e Edit the eQuote— i.e. to extend the closing date or add an
addenda

e Add a supplier not previously selected or notified of the
eQuote opportunity

e View responses— to see which suppliers have responded

e Email all suppliers who received notice of the eQuote— to
clarify an issue with the eQuote or send a notice

e Resend the email notice to a supplier who did not receive
it the first time or who accidentally deleted it

e Cancel the eQuote

1  To edit an Open eQuote, click on the eQuote to be edited and
make the necessary edits.

2 In the example of buying clothing for the Department of
Juvenile Justice, the decision is made to delete the raincoats.
Find the line with the description and click the delete button.
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Be [ Pem Fportes Lok el

= o= @ B 4 A B 4B & H.H B
Back  foooed Sop Refresh  Mome | Sewrch Favorter Moty  Mal Pk ER Deoss Rerwrh

Addreas }!] g [Fesl oo stabe. ga.us PR Sa0pdr s roint sneroe el acderPi = F50r o r ce=gaepsd

THO00
20004 — Coats, Tockets, Parkas, Verte (Cold Weatksr)

2004 — Panty, Slacks, Trousers, Skorts, Teand, fc.

20070 == Shirts, Dress and Cesual

20074 - Silk Screenad Shirts, Jackets, Hats, #fc,

20165 — Rairwear (Remcoars, Shicker Suits, Storm Suit, Usbrellas,
)

Click to
delete

52 eQuote
User Guide
Version 3 — January 2009

DOAS - State Purchasing



User Guide

3 Notice the line was deleted. Click Save eQuote and Notify
Supplier.
:'rl}nulr Hirvirw - Mirroundl Ifterned Fuplarer
Ble [t Yew Fgeokes Jools  Help
s .0 B a &8 3 B & B .H B
Back Top  Refeesh  Home Search Favorder Hetory Pl Frink eans Retssch
Beess (@] hetoc el e state paAmIPRE S0t rC ecRives =] @ ks
| 20044 — Panty, Slacks, Trounirs, Shorts, Jeand, #te.
20070 — Shirts, Dress and Catusl
20074 — Silk Scréened Shirts, Jackets, Hats, ehe,
20168 — Raimsrgar (Rancoats, Shcher Suits, Storm Surts, Usbeallos,
ate)
eCurte Genaral Dooements: Doélivgry Eruclong
Lipdiate Haadar
L Mgm Pomy Deiete |
£ Mowy Shirts Colotn
Fnenat Eabroad
& Winfer o i Ciplota
Add Hire Ling Bom |
- Click to send
Sove sOuot and Moy Veedors | | notification of the
J change to suppliers
4

The eQuote system forces the purchasing agent to send an
email explaining the change. Enter a message for the email.

S 60 el vendors - Microsolt internet Eplorer
Bl [t Mes Fgeorkes ook (e
e .= 0 B @ L=
Pack Rop  Refe Fhorre: Search
Address

[ hetpcissl s, state. gaaniPRS ot s eRumies

Email Message to Vendors

EQ-46 100-56

FROM:  sbudert0l@dosn g ger
LT & ot Vandors

SUBIECT wiluste Addendem Natfication D4 10024

HEFSA%E

The 1ine Palecssrs has Besn deleved
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5 After submitting the email, the following screen appears
confirming that the email has been sent.

Ackdras [B] Fotg il den Aot b o PR Lm0 e ein s

wuste Massaqe

Viewing Bid Responses

You can view bid responses that have been submitted to the
eQuote thus far. However, the amount of the bid response is not
available for viewing until the eQuote closes. This very helpful
feature allows the purchasing agent to make the decision to add
more suppliers to the supplier list if there are too few bid
responses or no bid responses at all.

1  To view suppliers that have responded to the eQuote
solicitation, click on View Bid Responses. The following screen
displays the bid responses received from suppliers.
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List of Vendors Who Bid on eQuote

Fiortusn i kanu
Ef-46100- 56

WHRIER COAEACT EHATL ADDHILE RELEE V10 BHOCE

Emailing Suppliers

You can send an email to all suppliers who have received the first
notification. You may do this to clarify a part of the eQuote.

1 In this example, an email is sent to all suppliers to clarify that
the buttons on the shirts may be white or navy. Click on
Email Suppliers, and a message compose box displays.

f m 9 B S8
Searth  Favieler  Hloey Pad Fywd
Ao H,] hictpe [Tesl cicurs. stabe. 0 U PR RRED T G vt srero s e i i PY = THrEan s re=seralieraon

P, riydardllPdosr.ge gov
Ll AN Rotdud Vardoes
SUBIEL T Drfcematon relsied o «Quots numbetr [Q-46L 0024

HERRALT

The buttons on the shicts may bhe white or nevy

2  After typing in the message, click Send Email to submit.
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Adding Suppliers

With eQuote, you select suppliers in three ways:

e System generated: where the system selects all suppliers
registered with the NIGP codes listed in the solicitation

e Add Registered Vendors: This option is available to select
suppliers who may already be registered but may not have
registered using the NIGP codes used in the solicitation

e By email: Using this option, you have the ability to notify

suppliers who have not registered as to the availability of the
eQuote

Adding System Generated Suppliers

The system will select all the suppliers who have registered with
Team Georgia Market Place (TGMP) using at least one of the NIGP
Codes selected for the eQuote.

1. When you click Save and Release the following appears:

eQuote Vendor Selection

eQuote informs the Purchasing Agent how many suppliers will be
notified of the eQuote posting as well as give them the option to add

more suppliers by using the BACK button to add more NIGP codes

to notify additional suppliers.
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Once you click the Next button, the eQuote selects

the NIGP code selection.

MNIGP Code(s) Assigned

Building Cleaning. Exterior.
Air Duct Cleaning Ser
Painting. Maintenance and R
Plumkbing Maintenar

Cleaning Serv

Carpentry Mainten

Wmemo

Flooring Maintenar
Furnsce
Glass Replacement, Maint=ns
Janitorial/Custodial Serv

Maintenance Service

WRODOOH

Metal Work Maintenance and

eQuote Vendor List

welding Maintenance and Repair.

==, Ste=m and P

Carpet Cleaning. Dyeing. Insta.
= =nd Repai.
Maintenance and Repair.

e

Building.

Rep.

suppliers based on

. [wendor Name

vendor
Selection

AIR QUALITY SYSTEMS

selected

DRUMGROUPZ2000

s=lected =thnic

EARLEY

selactad sthnic

[+ |[EATTERSON JANITORIAL

SERVICES|[Systerm selected ethnic|[v

5 |[Teueiz consuLTING

[System selected sthnic [¥

Once the list is generated click the Accept Vendor List button.
The below screen displays.

eQuote Summary Information

Agency Name

[42500 GEORGIA DEPARTMENT OF ECONOMIC DEVELOPMENT.

Contact Name.

[Fiari= Gibbans

[Fesaseizan

[maibbons@georgia.org

2008

Banitorial Sarvicas MG

=nitarial sarvicas for suits 1308 @ 400 Pisdmant

[NIGP Code Selection:

Suilding Clasning, Sxtariar

Matal Werk Maintanancs and Aap

Line [Line Title

Number

[Description Line Nigp. [No of Units, [Line
Unit o Status

[<Quote Line.
Documents

B affice
cl=zning

[Offica dlaaning of [3:035-Jantonal/Custodial |5 Day
1308 Services

‘A:twe

Vendors Selection

Ne. ‘Vendnr Name

Selaction

cation

T [ cusLiTv sveTens

[System sslsctea

[System selectad athnic

Click tha ‘Natify" butto

CAUTIONI!

1f you do not

2 |[bRumcrRoUEz000
[EARLeY

B ERSON JANITORIAL SERVICES

5 [roueiz consutme

Your eQuote is now co

vant £ notify vendors, pleass click

[System selected athnic

[System selectad sthnic

[System selectad athnic

mplste. Te notify venders,

Notify

=

“Exit’, which vill raturn you to the eQuots mamu

This eQuots information vill be saved
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3|'I;1:..Ir Final Review - Migreacit Intermet Euplorer

e N

« .= .0 0O @ | @ & B- &

Back. F o Top  Refeesh  Home Search  Favowber ety Mad Frink.
ciress (0] betpc il oo, stabe. 4. PRS. oot snfoournk i Vercdor

L Bytem dalesed athric

I it Sertam alacted athni

“Syrtam salacted athnic

~Sytem salactad sthnic

Syriem pelected ethnic

Tymem salected
Syiem 1alectad
Srrtem duleted
Srrem duleched
Ariem gebertad
Britam dalemed
Ariten salastad
Fertam alected
Syrtam salected
Syrtem salected

Buyar Salecad

| O T ) R ] R A

Tour aQucts in how complebe.  To notfy vander,
alark; tha "Healy" it

CAUTIOMNN

I poeg S not want ke natify serdan, plesns dick
R, which will rabum o bo B adusts manu
itraan, This aiduste mlare gion wll e pased

Once you are ready to post the eQuote to the selected suppliers,
click Notify then click Notify Vendors.

o I
onad - 0 QDD B (e JE-SE HR
e (0] v rgppae 00 reetd v

euote Notily Vendors

Tiis i the fnal decsion poire.  (F pos seie "oty vendorn”, your guots wi be proosiied and
a-mats are wAonsbcaly ditnboted,  “Fekum to Meru® will Lave B egucts but urdo o e
FENOF SAIIN0N DT0ASS. & TaE TR hack T T Fasn man

A screen displays with a message indicating that the suppliers
have been notified along with a list of all notified suppliers.
Because suppliers often register with one or more additional
contacts, all contacts associated with that supplier’s business are
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on the list. For this reason, it is not uncommon to find more than
the number of suppliers selected on the list and some suppliers
listed more than once.

eQuote Natilseatson List

Vol wCnte has been processed snd e seleched vendors have been notled

Relrenoe Nember £Q-47900-37

ATHI RO
Fe———

o oy

Toi Burmbar of varahind

Tois Surmiar of wuiakin Coitadta %

P i b Wi

Scroll to the bottom and click Return to Main Menu. eQuote sends
you an email confirming the posting of the eQuote. The following
is a sample email similar to the one you receive.

B eijucte Confirmaton B(j-46 1 00-58 - Message (Plain Trmat)
Gty | Reciyeo ) | CjPorped (@ (B (¥ (D DM [ e-w - 0B
PEe B ow Jwet Fymt Jooh g beo

From:  procursventirendidos. g gee Serk;  Sab NS00 514 FH
T Erging, Proquresend.
o

Subriect:  elucte Confrmation EQ-46100-56
46100 JUVENILE JUSTICE, CEFARTRENT OF

EQ=qé100-54

Assezted Clathisg Itams
2008 Hax 22 B O0f:14
0415 008 B 1,00 FH

Your efuare bas besn posted asnd 10 wesdars have Beesn morified.
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Adding Suppliers Not Originally Notified

The Add Vendors option enables you to add additional suppliers to
the selected supplier list. Any supplier you add using this function
will receive and email invitation to respond to the eQuote and will
receive a one-time User ID and password.

You have two methods to add suppliers while the eQuote is open.

e The first is for those suppliers who are registered through
Team Georgia Market Place but are not registered with the
NIGP codes used for the eQuote. You may add a registered
supplier who will then be notified via email regarding the bid
opportunity.

e The second way to add a supplier while the eQuote is still
open is for suppliers not registered to register through Team
Georgia Market Place and have the notification of the
eQuote sent to themselves as part of the registration.

When you click on Add Vendors, this screen displays to provide
you with the choice to add registered or send an email to non-
registered suppliers to your eQuote.

T

a0 QD Q| Pt fpem 3 BB E-HE

RS ——————y -

Add/Email Additional Vendors to the eQuote

4001 Fedrilited Ve
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Adding a Registered Supplier

1 To add a registered supplier, click Add Registered Vendors. This
screen displays to allow you to search for suppliers.

BT i anat Eagpborer
Fyortes  Eook

O O a| & & 9 |h
=

5 7 Top  Refresh  Pome Search  Favorbes Moy
Agdress }!]h".n JFed oo state. QAARIPRESOO BT _sdd_wendior _srteris. o

eQuote Add a Vendar

Flitum i bani

Entar & kay word which will be used 0 search Vendor Hama, The selection of an adoktsonad vendor
will be made from the kst generabed by your seanch.

 _Seamh|

2 Enter at least one word of the name of the company in the
space provided.
3 Click Search.

eluote Add a Vendor

Ratum b Many

Enter 3 kay word which will B2 used to search Viendar Name, The selecton of an additional vendor
will be made from the list generated by your search,

[ el

4 A list of all companies with that search phrase displays. Select
the supplier to add and click Add Vendor. A second screen
displays to allow you to click again to add that supplier.

eQuote 61
User Guide
Version 3 — January 2009

DOAS - State Purchasing



User Guide

Aghiress IEJ hittpe] e douwr. shabe. gauniPREsCOb sr GG _sdd wercor st bp

euabe Add a Vendor
Fegrbarm 10 Manu

EQ -0 LIBE- H5

Add Vondor I:-.--I 43918 T ELFTHEER UNLTHETED SEREus SOUEMaN

%You might consider searching Team Georgia Market Place
first before adding a registered supplier just to:

e Ensure the supplier you want to add is in the system.

e The supplier is active.

e The contact information you have is correct.

it i rerel Esplimer
B G e Pgrte [k ek
T (o @ m 7
Agddeess I._'Iu-ep el o stabe. gaun PR SnTG _sdd wondor_corfirmation, g

. -r.—-’.@] 1&‘:!*;: .. ,I..L

=Quote add a Vendaor

This is this final decisson point,  If you sebect “Add snd Moty the Vendor”, the vendor will be
acdded to your selected vendor bst and simultaneously an emad notification wil be sent to the
nivwly @dded vandor. “Return to Manu” will Cake you back to the Mmam M.

A and Notty e Vendor [CLOTHES LUNLIMITED)

[Fufurn 50 Msria

A final screen confirms that the supplier has been added, and an
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email notification about the eQuote opportunity has been sent to
the added supplier.

Adding a Non-registered Supplier
1 To add a supplier that is not registered through Team Georgia

Market Place, click Email Nonregistered Vendors about the
eQuote.

 Green 3 - B HB

Add/Email Additional Vendors to the eQuote

FOHE BB U b s ke by (s e sy an vmad s b pand
A Pgulatied Wik

Euinl betoidal el Wandani alout U euCtE

eQuote 63
User Guide
Version 3 — January 2009

DOAS — State Purchasing



User Guide

ESNOV)

This screen displays.
I L Y g

te (8 poe fpvin Dok % .
o QD@ Qs (rem 3087 BB

g ] vy pares B smabsirepied i b

Emial Massage to Nonreqgaterasd Vendors

Type in the email address of the contact person and any
additional information in the Additional Information field.
Click Send Email

eQuote provides the opportunity to email additional Suppliers.
Once you have added all suppliers, click the back button.
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Canceling an eQuote

You can cancel an eQuote if necessary. However, you must
provide a cancellation reason. Simply entering Cancelled is
not an acceptable justification.

1 When you click Cancel eQuote, the following screen appears.

) eijunte - Microsclt Internet Euplorer

e [t 'fesw Fpotes  Bools  fep

O .0 B a4 & I B &
Back

Sop  Refeesh  Plome Search  Favorber  Hatory FLyl Frink
Mﬂ'm I!Jh:m e doues. shate. g PRESDDE: Bl frasnd snerce e OiFeader P = F0 Mo r nescanoei ot e

rfh""“ e e r-w--.

Lp'll'-a"ﬂ'l'"‘ E

eQuote Cancel

This iz the fnal dedsion pont, ¥ vou select "Canoel™ your elhuote will be canceled snd &n &-mal
oSt will be 180t Smutanecusly D your Seleced vendors

Beason for Cancellation

Buying umifcorms '.n:tc-od

Cancal e0oe red & EC-4E100-56 |[ RetumioMenu |

All suppliers who received the invitation to participate
(including added suppliers) receive an email stating that the
eQuote has been cancelled. The email does not include a
reason for the cancellation. However, eQuote saves the
comments entered in the cancelled eQuotes for future
reference and for audit and legal purposes.
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Viewing a Cancelled eQuote

You can view a cancelled eQuote using the Review and
Maintenance Menu.

eQuote Feview & Maintenance

Taloct Stabus
Al aGuster

Cpen efruotes

Saved aQuotes

Undar Evalustion aQusten
Awarded &uctes

Cancelled euotes

oS %R D 5B D5 5

Claged afuates Mo bids secaivad)

1  Click Next and the list of cancelled eQuotes will appear.

2 Select the eQuote you are interested in and the following
options display.

eQuote Maintanence on EQ-40300-430

View eQunte
View Bid Besponses

View Cancel Comments

Fieham o Menu

This function is very useful for those auditing eQuote and also
helpful in deciding whether or not to re-post the eQuote.
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Resending a Notice to Suppliers

You can use the Resend Notice function for a number of reasons:

e To resend the eQuote email invitation to a supplier who
initially decided not to respond to the eQuote and deleted
the email invitation.

e To resend the eQuote email invitation to a supplier who
responded to the eQuote invitation and then deleted the
email but now needs to go back into the response to edit or
to withdraw the bid response.

e To resend the eQuote email invitation to a supplier whose
computer firewall prevented the email invitation from
coming through.

e To resend the eQuote invitation to a supplier who did not
get the first email due to a change in email address but who
has gone back into Team Georgia Market Place and updated
the email address.

e To send the eQuote invitation to a contact that has been
added or whose information has been amended.

Follow these steps to resend a notice to suppliers:

1 Click on the Resend Notice button and a list of all suppliers who
have already received email notices appears. Select the
supplier or suppliers who are to receive the second (re-
notification) email.

%You should confirm with the supplier that the email
address on the supplier list has not changed. If it has changed,
the supplier must go to Team Georgia Market Place and update
the email address before you resend the eQuote notice.
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RESEND

=

eQuote Vendor Re-Notification

NENDOR NAME
RIR QUALITY SYWETEMS

PATTERSON JANITORIAL SERVICES

EUMGROUPZD00

GHBIZ COMSULTING

EQ-42900-37

VENDOR SELECTION

Systemn selected
Systern selected ethnic

Systern selected ethnic

|Systar telectad athnic

FaR

N

B il

R

‘M

BuyerSelectediate

Systern selected athnic

Werfy Vendor Contacts
2 Scroll to the bottom and click Verify Vendor Contacts. This
displays the following screen. Select the supplier to whom you

want to resend the eQuote.
3 Click the Resend Notification button.

eQuote Yendor Contact Re-Notification
EQ-42900-37

Back

RESEND [VENDDR NAME | VENDDR CONTALT
LRUMGR OUP2000 [REGINALD DRUMMER

EMAIL ADDRESS

buff@sac.ga.gov
PRUMGR OUP2000 [ANTHONY C HAMILTON mbuff@sac.ga.gov

PRUMGR OUP2000 [DARRINGTON CUNNINGHAM lmhuﬁ@uo. Q8.gov

Resend Notification |
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4 If you have more than one contact listed, select the contact to
whom you want to send the email.

eQuote Vendor Contact Re-MNotification

EQ-42900-37

B VENDOR NAME VENDOR CONTACT EMAIL ADDRESS
DRUMGROUPZO00  REGINALD DRUMMER mbuff@isao. ga.gov

DRUMGROUPZO00 ANTHONY C HAMILTON mbuff@sao. ga.gov

DRUMGR OUPZ000 | DARRINGTON CUNNINGHAM |mbuff@sac. ga.gov

Resend Notification

This screen displays confirming that a second email has been
sent to the appropriate supplier contact.

e T L L prmm————

eDuabe Massage
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Copying an eQuote and Creating a Template

With eQuote, you can copy eQuotes that you create for a
solicitation and use for a different solicitation. In addition, you can
create a template for those purchases that you make on a regular
basis.

Copying an eQuote

Once an eQuote has been created, you can copy it to use for other
eQuotes.

1  To copy an eQuote, return to the eQuote menu and click Post
New eQuote. If applicable, determine if the eQuote is Exempt
or Non-exempt.

Click to post a new
eQuote by copying
from a previous
Quote

Poszt Miw eClunte
= = : elunte

YWigw [ntended Award that triggeréed i

eluate Beports Menu

Just for testing
eCluate List fo hard close a quate

euate MOTA fast forward

Retum To Main Mﬁ" I \
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When the eQuote screen displays, click on the drop-down box

at the top right to locate all previous eQuotes.

" e Postog - Scroanit Inbrmet Bglones
Ble R e Fportes Jooks el

L - ER IR~ - T

3
Pack: Sop  Refeesh  Home Search  Favorber  Hetory

H-
Mad

Addeess I!Jh'!n sl chcoier. sk abe. g un PR S acpbr sl D) _cower

euote Posting

Ermats naw sljuats bessd on previcus aQustell

(it Mk EQ-4G100-57
Ay Wi |

CanRart & Mk

[easderadt, siudentd
Cantect Phane |

ot § Eivad

[pasenll @doss gagor Locate the
Fiscal Yaur 2008 =] eQuote you
wite Tithe wish to copy

[,

Once you find the eQuote you want to copy, select the
eQuote and all of the information is filled into the previously

blank eQuote areas.
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%Iti

eQuote,

J eluste Posting - Microsolt Intermert Baplones ;
B [l Wew Fpurtes Tnoks lieb E
= B - T R - | d ® J9 B & B .B K
Back Sop  Refresh  Mome | Sewch Favorber Mstory Msl Pt Disass Recas
e ] hietpc sl o stabe. ga.un PR spptr andfdupic el Quote
efuate Posting
Trmaltn nem o Quobe based on previous o Qustes: F
i Note the new
st Marbar EO-46100-54 - eQuOte number
Bgancy WA |

A P |3"-dell".'| shudanl

Cubii i € Fobwiinn |

Frntact [casderail Bdoas gagoy

Fimeal Vour Im

e [Ass0nnd Clathing Reens

el Thiz efucte ia £or asscctsd Clothing iemE J

including pants, shirts, :ocka, hats 2o males
aged 10-18,
Please ipcluds early-payment discoust (net 30)

aepacatel

:
Cantract Fahie 0 & bt B

Chasing Daks Ii I'TI'.
I 017 =], [00 =] e

S P -

s important to note that before you can post the new
you must complete the following:

Add a new closing date

Make any relevant corrections (such as changes in NIGP
Codes or descriptions, pre-bid information, etc.)

Add all documents at the Header level and at the Line level
as the new eQuote does not copy any documents.

Creating a Template

By using the Copy eQuote function, you can create a Template for
those similar purchases that you make periodically throughout the

year.

This fun
the sam

Instead,

ction does not replace the use of an Agency Contract when
e purchase is made periodically throughout the year.
it is useful when purchases have many of the same

elements, but change by actual amount ordered or even by

specific

The nex

items being ordered.

t section provides an example of the use of this function.

In this example, the Department of Juvenile Justice orders non-
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perishable food items every quarter. However, the agency orders
non-perishable food items every quarter. The actual items
purchased and the amounts vary from quarter to quarter. The
possible total number of items that could be purchased each
quarter is over 100, and each quarter the actual amount of each
item purchased varies.

To complete this purchase, the agency would create a template to
be used for purchasing non-perishable meat items.

eQuote 73
User Guide
Version 3 — January 2009

DOAS - State Purchasing



User Guide

1 To create a template, start by creating a new eQuote.

eQuote Menu

Click to post a
new eQuote

P
<

Past Mew elluste

wvnew and manTenance of eGu
Wigw Intended Award that triggered MOTA

elunte Beports Menu

Just for testing
eluate Lest to hard close a quate
elawate MOTA fast forward

Retumn To Main Menu
- "‘h\d

2 This is a non-exempt purchase since it is a non-perishable
item.

:'II_I DA reemepk - Scrosodt Inkrmet EBploner

Ble [ o= Fportes Iook e

O 0 da

Back | Sop  Refeesh  Home
Agddress }!Jh:u-.uwmum AR PRESDIr prd frhack

DPA Exemption
Fartuen T blaeay

g agancy 15 regudabed by the Delagatad Purchasing Suthonty [DPA), However soms ids ane
axampt from this regulation. Is the bed you are about to post exempt from the DEA regulabon?

Choose to select
non-exempt
status

Click to
continue

The description indicates that the order may or may not be split
and that it is possible that not all line items will be awarded. This

74 eQuote
User Guide
Version 3 — January 2009

DOAS - State Purchasing



User Guide

is important because it is a better idea to not award a line or lines
of a templated eQuote than to delete lines that are not being used.
However, each option is possible, and it is up to the purchasing
agent to determine which is better for each purchase. The
following is the eQuote template created.

B e Pustisg

Mirosolt ntermet Bgploner

[y
Cantract Value

thosirg Date

Chosing Tamas

KL Code Seleon:

E43- 6 10 -549
| H [ |
[stsdanadl, studentl

[40e556-6234

|$'i-dw-f- | iSdoas ga gy

|Cussertaerty Hon-panshanle Mest

Thiz im an crder for m warimty of non-pecishanle =]
means, It is possible che final award will be
aplit of the entire awacrd may ke made =0 cne

vendor. It is also pospible chat o all line icems
will e avarded. i |

0000 0 agency R ixi 1000

Shcdekinks

REszaktrtinn Sokotaany O
'_ =
m '!.I.l:l'll;u..mpi_nn i pag

-

Bayword Sasech € urmanic Banech

Anminn s,

Adding NIGP Codes is critical to the usefulness of the template. In
this example, the eQuote template includes the NIGP Codes for all
meats that may be purchased during the year.

5 eite Postig
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Then, the next step is to add the Line items.

:i rlunte Heview - Microwndl Iniernet aploeer

Be EH gew Fgoes fods e E
a .0 B a8 &8 I B &8 F.EBH B

Bk Top  Refeesh  Home Sewrch Favorber  Hetory Pl Frink oy Fopssrch

Acbess [0 herociioa 2o st e, o0 m PREACOIT SRRt e =] @ ks

vendor.I1 i ke possibbe That £o @l lne Sess wil be awarded.

Cleding Date 0=4/11,7 2008

Clasing Tims 100 P

Extimated Confroct Value 10000

HIGE Code Salection: FO54L — Entress, Freeze Dried 1 Meat, Poultry and Seaficod

JH542 — Enfres, Maar (Inchudes Beef ond Perk)

8544 = Enfrees, Poultry

8546 — Entredn, Seafeod

FBB4T — Enfreas, Specialty (Including Corn Doge, Larogne, Maxicen
Foad, whe.)

eQuete Gendral Docameets:

Updase Haader

Al Nere Ling Raen |

Senve eliuctn o rainass laie |

Cancel eluch |

This screen shows the eQuote template with lines added.

T elusbe Rievwiew - Microsolt Internet Eplorer

Ele [dt Yew Fpeokes Jook e ‘

Fo = . O ! [ & @ 9 B & B  H B
Back Rop  Refresh  Mome | Seach Feerter Moty Mal P Dans Reme
Bckiress (i8] hetpeljesl o stabe. ga.umiPRSa00lr s fectin |

T TR Y, T T LN T ST PR TR T e
8542 — Enfrees, Meat (Includes Bee? ond Pork)
385 == Entrees, Poulttry

38544 —— Enfrees, Seafead

38547 — Entrees, Specialty (Inchuding Corn Dags, Lacagne, Mxican
Foad, ahe.)

The template is now ready for use. You can retrieve it by using the
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Copy function or you can save it if you will use it in the next 30
calendar days.

In the above example, the purchasing agent is actually using the

template for the first time to make the quarterly frozen meat
purchase.

Using an eQuote Template

To use a template you must find the eQuote you originally used to
create the template and select that eQuote as the example below.

T} eljunte Pusting - Microsolt Interest Bplones

Be [t e Fportes Jook  Hep

s o - - -

3
Bk Top  Refeesh  Home Search Favorber  Metory Byl
Agddress }!Ju:n.ummum AR PRESO S0 oower

Im
=

euote Posting
Greats nee s(uote based on previous aQuetel | h _"_] Flnd the
E-46 1006 E0-46100-54 < eQuote that
| Eg :9}53 gg created the
Al
[nader. siudani] template

[

[rradenl Grdoas gagov

200= 'I
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1 As in this example, you retreive the eQuote template and
load it into a new eQuote.

B [ ew Fportes Jook  Hep

EC .0 b g 8 @ 3 B & B H B
Back Fop  Refresh  ome | Sewch Favorbes Metory | Mal it Dwoss Repew
Agiess [ 8] hetpe Tl s state g n PR o snC gl el ke =

o Qs be Faannbar EQ=<46 10061
Agency hame | LTI |
A — [aedenmn. student

[N PR R L |

Pemtact Sl [rasderai Gdoas gagor

Vil Yoar m

i te Tithe

[u-;m-;\--r_.- Hor-penshable Maat

Comecripiion Thiz is an order for m variety of non-pecishanle =]
ments, It is possible the final awacd will be
aplit or the entize awacd may ke made to one
randap . Ie 13 alse pesaible thar no all lime itsms

will Be avasdad.

::;1‘::-“ 100 OO sgesey B0 e §ic

aiioaAabtine SORCE RSO s
Chosing Dabs Ii L_ii
Fiairg Fima n "i: oo "'I o) T am F pm

e i C bayeord Sasech © sgmaric Sasach

2 Decide what needs to be changed with this new purchase and
determine a new closing date for the new eQuote. Add all
other attached documents.

3  Assume for this eQuote that only 25 cases of Corn Dogs
instead of the 50 cases as originally placed on the template
will be purchased. Therefore, click on that line and change
the order for Corn Dogs from 50 to 25.
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Evaluating and Awarding an eQuote

After the eQuote closes, the purchasing agent can evaluate the bid
responses and then make an eQuote award.

Suppliers may go to the public side of the GPR and use the
automated system to open and read all eQuote bids.

Points to consider when evaluating bid responses and before
making an award include:

e Responsiveness— does the supplier provide all as
required in the solicitation?

e Responsibility— does the supplier have the capability to
perform the contract requirements and the integrity and
reliability which will assure good faith performance (Model
Procurement Code)?

e Reciprocal Preference— is the lowest bidder from a
state that gives preference to its suppliers?

e Splitting an award— is it in the best interest of the
organization to split the bid?

e Discounts— is the supplier offering a discount for early
payment?

Evaluating the Responses

1 To evaluate an eQuote, return to Review and Maintenance of
eQuote on the eQuote Menu.

eGuote Menu

Pt Mew elduate
I Eaview and Mmainfenance ot E-Ql.-ie I
Wicww LITEnded Amaro TR T Igered I LA

ejuote Beports Menu

Just for testing
eGyote List to hard close a quote
elugte MOTA fast forward

Return Tio Main Menu I |
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eCjuote Review & Maintenance

Select Stabus

Al euotes

i Open efuctes

¢ Saved aQuates

= Undar Evaluation e Quotes < Click to review
bid responses

B ndid aiasted

Canoalad aQusted

DD

Cloted #Quotas(No bids recaived)

This screen displays a listing of all of the eQuotes that have
closed and are ready for evaluating and award.

Tl eljuct ex lsk - Microsolt bnkoreet Bxplorer

Ble Edt Vs Fgeorbes Took  elp

e o= @B oa|la s @B 8
Myl Frinit

Bk et Shop Refresh  pome Seath Favorbes  Mistory

Address I[I Eittp: el coae sabe g e PRSE0Or s3I _oper. B

List of UnderEvaluation eQuotes
Click ¢n aQuete Numbar to Updote

#0wota Mumbsr «Ouwota Tithe Agency Quota Status
ECha610054  |Assorted Clothing Ttems M&100 jonderEvalustion

Fafum b Minu
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2  Click on the eQuote you are ready to evaluate and award. The
following screen appears.

:'l'l,'lml  Posbing - Marosolt Ind et Cxplorer

Ble [dt Hew Fportes ook el

. T el e B e e e L [ =

Bascke 3 Sop  Refeesh  Pome Search  Favorber  Hstory FLad
Agddress }!]h:u- MTenl oo stabe. gaARPRESCO RGO ek, iptelFaadePii= 19

eGuote Maintanence on EQ-46100-36

siaw 0upte
ek

Awgrd glyote
Export Gid Pesporses 10 Excal spraadshaat

Foptami to Manu

When in the Under Evaluation status you can:

e View the eQuote

e Edit— the only editing you can do is to add documents

e View the Bid Responses— with the supplier and the pricing
offered

e Cancel the eQuote

e Award the eQuote

e Export the Responses to an Excel spreadsheet—for
documentation, posting, and open records

Viewing Bid Responses

This function allows you to view the bid responses of all
responding suppliers.

1  To view an eQuote, click on View eQuote.

2  Once the screen with all bidders displays, click on the Bid
button to view a supplier’s response.
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S) e Bl _slmplay - Microuod % Lugpalorer
Bl [ Hew Fporkes [ook e

i ok ]

a4 | @& & 3 B 8 H.
ft £

Sop  Aefresh  Home | Seach Favoriber  Hestory

[enns

Aidress }!] hictpe [Fesl o, stabe, g R PRESODE ST brosnd snarc e e e P s T anur resvimwR Brporess

Firtusm o Manu

[ L RLIERE R

List af Vendors Whe Bid on eQuote

wiEriei Mk

MT1AL CREAT)

) £ _Bixl_response - Mcrosolt Ink

Click to view the
bid response from

this supplier

R L

.= .0 D

Top  Fefresh

[

Home | Search

ML TEON PROMELL

Fpitam ieladted atfetic

sl st | Gpitaen faladed atheig

Agddrens I!] it sl dour. stabe. gaanPREEGr a0 b pesporss, ip

CLOGE'-N'DG‘H'

ECp-4h 100 - 50

LOMPANY  GEAR, LS
BIDDER HAHE B Jobspes
BIDOER EMATL ADDRESS [ eriman. tom
BIGOER PRONE 44 -Tia-FErL
QUOTE DATE/TiML ©-2%-2008 8111 PH

QUOTE TOTAL §

R IWOD, D

BIDDER OO NT A

Lirse Tithe

Mang
Parfs

Mann
[T TY

Hasy Shirts (22070
Hasy Shirts (20070

irics-at TOLET

Dacription, Brand

Hisww bl palymater with fids podk st
wrid cicpar in frant. Arsorted lengths
wred pices up s B

Hiew blus polyaster with nida poduats
wrll g i Frand, Apgotad lesgthd
wrd pices up to Su

Podvaites dhing with collar, phem-
sleaend, 3 bt we ol 1o T

Polyartes ghirt collar, rhoet:
sleaved, S butmon, dicen amall 4o 3

Tallow ke ngth raincasts with
hesdi. Eata #rmal o

Urit of  Fapmbaer
M amasre its Arviinn

§ach

Pow Uik
200 Fach | 300,00

200 Eadh |§ 103,00

00 Fach |[§ 300,00

200 Bach [§ 100,00
20000.00
00 Lack [§ 200.00 [§
SE200.00
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Making the Award for eQuotes Less Than $100,000

To make an award for eQuotes less than $100,000, follow these

steps.

1 From the Under Evaluation screen for the selected eQuote,
click Award eQuote.

TN it e Prostusg - M asall (it eimeet o

Gle Cd  few Fgories oo Heb

a e O O | a om & B
¥ ep  Rafredh  Howe ol

Back: Searth  Favorbed  Helory

Agdreds |._'| it Teal icurs st ate. ga R PREGET ST D _sdt, ipTerisaderFii=

eQuote Maintanence on EQ-46100-56

v mCunie

ieE 10 FRcel SnreRdinapt

Pagtarm 10 Monu

The eQuote bid sheet displays.

T irw clunte - Msronadt Diferiet Euplorer E
B [ fem Pgertes Jook e L
= o 0 O 2 & &= 3 @- & | . [ -
Black Top  Aefeesh Howe Searth Favrted  Hetory Flad Pyt Edt Desnis  Redsatth
Agkirenn [ hetp e o SEa0e, 0,0 PR R0 B I oo £ e ke P TR O b e S R = R

Th inftial configuration bslow represents the lwest Tatal bid

Chia b s e bridademrs marne o veeer e Bud oS o e i dors usiesd aBen e the g e lee

[T TR L Dt s Bion [T
=N

1] [Hans Parts  Havy blue 20044-Pantn. Bt Trourees 00 |
poiyaites wih Shortu, Jasn, ek ®a | pay
uide gachutn and Setetten s
Birgar o Feaer
Apiartad gt
wred pACER Up to
= %
:.d"'""" Pl sl el ““1 Indicates the
tatiis
ot PERENTEAL CREATIO Earan | Vendor’S State
bid 122.000 | Jas0OOo0 | o PRIME WESCCR INCIRE) for I’eciproca|

A

bid §40, 000 ERO0D. (G |~ Bl LAHIEE RNTRE dahn &
biid 1800000 | § 30000000 | K GEas, LLC{GAN T | preference
- ok AW AR FON THES LIRE Con5|derat|0n

Wapper eand Rstific atisn Coenesents L7

. ., J _"'\-..,_\‘_.‘_\_ il

The bid sheet displays the bid responses for each line. You
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can award each line separately. However, you must provide a
justification for each line. The bid responses display from that
line’s lowest bid to that line’s highest bid.

% If you decide not to award a particular line, type in “"No
Award” in the justification field.

Determining the Best Pricing

eQuote provides you with information as to the amount that you
could save by awarding to more than one supplier (splitting the
bid) as opposed to making the decision to award to one supplier.

1

To determine the best price, display the bid sheet. Here you
can review the price by selecting the lowest bid for each line.

Bl Edt  ew Fgvorkes ool Help

., .0 B oA a4 & 9 B & H . =@ B
Back Sop  Refrech  Home | Search Favorbes Moty  Mal Pk B Dwons Ressath
Accress [ hetpc o oo state oA PRS00 ST inant srnce wCFaade 7Y s T alsour pesvardor Amar ductn _"_'j

Th lowrest possible award is: | :

 ——————

Thia selectad avard configuration above yiakds a total bid of

L : ‘

The difference between selaction above and lowest possible aveard |5 | |

Agency DA srount |5 §100000

Indicates the
price by

To select a single vendor for the entire award dick the appropriate SeleCtIng the
will automatically change the above seloction configur.

Chisk Vo provoiss th Award conbguaban abiws

lowest bid for
ek on the bidders neme o view the anbrm bid docomant eaCh ||ne

Total Vandor 46 Ower Voredar harme Diddsrs bama el
Armaount Lerarsd wphd W

' AWAND DY BIG
LR

TR L]

——

o
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2 Then, click on Click to Process the Award Configuration
Above. Here you can view the price difference.

3'.'11'“- riljunte - Migroacit [nerret Euplorer

Bt Pew Fportes Fooks e

= = 0 O 4 4 &6 9| B & H.H B

Bascke 3 Sop  Refeesh  Pome Search  Favorber  Hstory FLad Frink Ed Deoas  Rerssch
Agdess (07 hetpe jon s state. 08 4R PR SO0 SR msrt snar T ROPASO = 1R Tesvarck s It x| oo |nis
| - RN AWCARD FOR THES LINE

Buyer Amsnd Justfic aben Comevants

Iwot to split Ebe bid =]
=l
Thie salacted avward configuration above yiebds & tobal bid of: | i
The difference between selection abowe and lowest possible avard i4 I 1
Click to 4

Agency DA amount is $100000

process the
award after all > ik 0 process the Award Conbguention Sive g |
decisions are _ : ) I Indicates the price
made e i matomaticaily changn the ahava selection cantid  difference when

£k o the biders masree i wiem the s bid documed L€ lOWEST bid per
line is NOT

eanlantad

Wosedar Smme Dikdars Fame

AW AR BT BRI

| SUEL

Awarding to One Vendor

On the same bid sheet, eQuote offers related to the cost of
awarding to only one supplier.

Total Yendor Wendor S Over Yendor Hame Bidders Hame Select Vendor Lines
Arneount Lo ke HeadQuarter Address Wendor Mok bed
wiaid by linei
| [ Vendor Line & AWARD BY BID
Configuration above LINE
217700 - o WAIL DIJHLAP & Carl Bugh
Cvar low Bid of ASSDCIATES Phona: 404-656-6121
$L6300,000 4858 GREENERT Email:
RIVE carl@misn.com
DILALUITH, G
FO0FTIIES
118000 | £.500%  |HARP IHK ok Smith

Cvar low Bid of 470 SATELLITE 8LVD. | Mhone: 404-656-6655
$L6300,000 WE, SUI Ervadl:
E2iL John@msn.com

18100 | 7.100%  [DISCBUYS “Gary Gonnor | [
Cwvar low bid of L1953 GRAND LAKE Phoma 404-367-85

$16300. 000 COURT Ernal: 3
BLPHARETTA, G4 aar@man. cam
0004

Partial Bid Partiol Fad BRANCHES

ERTERPRISES, LLC

f"_"" B 78 REVENS LANE
o T BUSTELL, GA

cip ]

Select to award entire
eQuote to one vendor
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If the decision is made NOT to split an award, you should
provide justification for this in your documentation and
indicate not to split the award as the reason in the eQuote
justification section.

When a Supplier Offers a Discount

If the supplier offers an early-pay discount you should incorporate
that discount amount up to 5%/Net 30 in the price submitted, but
you need to do this “off line” and justify your award in that
section.

For example, suppose Supplier A bids $10,010 with no cash
discount, and Supplier B bids $10,050 with a 5% discount (or $50)
in the event the state makes payment within 30 days. Using the
general evaluation rule from the GPM (up to 5% discount for
payment within 30 days may be considered for the purposes of
evaluation), Supplier B has actually bid $10,000 (for the purposes
of evaluation) and will win the award over Supplier A. If the state
does not make payment within 30 days to Supplier B, the state
will have to pay a higher price of $10,050. In other words, based
on the expectation to meet the 30 day turnaround for payment of
$10,000, it is a better business decision to contract with Supplier
B.

Considering Reciprocal Preference

Although Georgia does not give “preference” to local suppliers, it is
important to consider whether or not a supplier who submits a bid
response is from a state that does give preferential treatment. You
do this by adding that preference percentage during the evaluation
process to the bid response amount.

@ You can find information about which states offer a
preference to suppliers within their state on the DOAS State
Purchasing Resources webpage within the Agency Tools section.
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Reciprocal Preference Law
Fecprocal Preference Law for Geargia and hink to other states,

Request For Proposal (REP) Template and Instructions
A template and instructions are provided for RFP development,

State Agency Procurement Contacts
An alphabetical st of all state agency names, mailing addresses, talephone
numbers, and e-mail addresses for the Agency Procurement Officer.

Terms & Conditions
Geonga Standard Terms and Condions for vendors which may be incorporated

LR Esrance, into an agency contract, E5)

[ w
Reciprocal Preference
Reciprocal Preference
State b'r State Reciprocal Preference Data
Raciprocal Preferer*e Law

Har, 2003 LY

. \
ar, 2003

The steps in checking the Reciprocal Preference rule are as
follows:

Click on the stats qu wigh to vish

o Mo

1 Determine if the supplier(s) with the lowest bids are from
another state other than Georgia.

2 If so, go to the Reciprocal Preference section of the website
and scroll down to the applicable state(s).

3 Review the information associated with the state(s) on the
Table, and review the details for the type of purchases that
receive preference.

4  If the type of purchase matches what you are buying, look
at the percentage of preference the respective state provides,
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and add that percentage to the supplier’s bid. This is done for
evaluation purposes only.

If this makes that supplier’s bid higher than the Georgia
supplier’s bid, you can award the eQuote to the Georgia
supplier. If it does not make that supplier’s bid higher, award
the eQuote to the other state supplier at the bid price
submitted.

Using the Excel Spreadsheet

eQuote provides you with the ability to download bid responses to
a spreadsheet. This allows you to collaborate with others who
might offer input into the award decision.

eQuote Review & Maintenance

Select Stabus
AN wuotes

Qpan aluctes

Savad #Qustei

Uredur Evabuation eQustes

AW AP RLCUOER T
Cancnllad aCuatad

Clogad wguotes(Ho bids recaived

To export bid responses to an Excel spreadsheet, find and
click on the eQuote you are working on.

E’ﬁ"‘b)l‘-".l“l-"}".l

Click on Export Bid Responses to Excel spreadsheet and the
following screen appears.
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eQuote Maintanence on EQ-40300-462

Feturn o benu

Excel SpreadSheet for eQuote & EQ-40300-462

Fisturn o Menu

The spreadsheet has been creatad

An Excel spreadsheet opens. Copy and save this spreadsheet to
your local computer. You should also date the file and perhaps
label the columns and or rows with all other requirements of the
solicitation. You can also send this file to others—such as to
requesting end users—for collaboration or approval of the eQuote
decisions to be made.

T - T T
A ISSRUSSI [Tt s ] T PR )V Te] e o) R (L Ry

1 |!U.\:Ie Hilline NusibLiee Title  Desznptise LOM Cuardty  Bid AstiLl Bied Liess £, \Vander Na Vesdor Co Bidder Mar Biddes

2

3__ED 40E00- 1 Janional S Chean 1w MON 12 ERLL X400 MARCIS £ MEUSSA Sue sue

4 | ECH0300- 1 Jamitonial £ Clean {owe MON 12 OO0 4000 MARCIS & JULIO CI5 Jay Jay

5

[ _ED—#EB‘.'U- 2 Caiped cle Corpel cle:MION 12 X 000 MARCIS £.JUU0 CI5 Jay Jiy  NiA

T |EQ-40800- 2 Carpet cle Carpat cle:MON 12 200 400 MARCIS & MEUSSA Sue sus  NIA

8

Y

10
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Awarding an eQuote- The Final Steps

1 After determining all the pricing, discounts, reciprocal
preference issues, you are ready to make the final decision
and process the eQuote award. You do this by clicking the
button Click to Process Award Configuration Above. When you
click this button, the final screen appears indicating the award
decision. You may enter other information you wish to
communicate to the awarded supplier.

2  Click on Final Step-Post the Award and Notify the Vendors.

T B veinor_sward st - Slsimasalt Isbernet Euphires
Ble Edt Yow Fpeoites Jook  telp

SR -9 B & & @ J

Bk, Stop  Eefredh  Hose Sparth Favorbes  Hswy
Pdﬁ"hk_] i (el cioae o e g PRGSO ST vencior_serd_post g

L Ursits (LR Y e [afended D acriptiosn

1000 TR FPSE0. 000 [Waidb-lavad grar

Fender Avvard Totalis) $9%0d0.908

Add other information to
be communicated to the

awarded Supplier
e b rl Bz 20000 R0

recelve & Purchase Order (FD) in the

I Click to

Fu Aowtird B Wanado b

ol Sep Tup e e el - < award the
[Rabuim b At Processndg Page i Faedo e Aeand I eQUOte

After clicking Final Step, the following screen appears to confirm
the award process and the sending of emails notifying the
responding suppliers.
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gll_I wersdior_ssvard _pont (1] - Micreasi® [ntmmet Daplorer

& = 6 0 A 3 B &

8 o = I
_!-!k_ Fowprard Sop Fafresh  Mome | Sewch Favorfes  Msbory Hadl Priri. £k mm-d:i :
Agkras |9 bt sel oo stabe. . PR SacotrarGiIG:_vendor_pesard_post_(01, nfemalbessT24b=cong hiations %20+ Yourheve 7] | oG8 | Lk

efuate Award Processing

The Award has been posted and all vendors notified

Flstum To Mainbess |

This is an example of the email eQuote sends to any supplier who
receives all or part of the award.

= et e Award Foe 1046 1003 56 - Sesiage (Flan Teat)
ey | Clipectymn ) | g Pormed |8 M B Y DX e g e
P DM Yew eet Fgme [wk o bep

From  bdonoefossd. 0o

Tox Traind, Proossmant
=
Subrjeck: ok Arand for EQ44100-54

Serdi  Suh 300008 TOT M

LYMEA SANTORD, comgratulasions, You bave been avarded allfpart of efuone nasber EC-48100-56
entitied Lesorced Clothing Insss for which you recestly suomicted an omnline Bid. You wal
ceosive & Purghase Crder (P2 in che mesr future outlinieg the details of che svard.

Informat ion CORLECT]

AGENCY: JUVENILE JUSTICE,DEPARTRENT OF
COMTACT PER3IOHN: atudsntOl, atudsntOl
COMTACT PEONE: 404-856-6131

This is an example of the email eQuote sends to suppliers who did
not receive the award.
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B St mebei bl Do e (baste - Sheasigpes (Pla Temt)

LBty | CERechton) | gromeed | @ (B3 Y (DY K (e - - 0 @
Pfle EM Yew Jost Foma [k Afens  Hel

Prome  Esdhohosisdos. gagav Sent:  Sun HIOVI000 702 P
Tat Trand, Proourement
=3} L]

Sudviert: Mol plocted for elte

BEGINALD HASH, we regret to infors you That Four bid was not selscted for aQuots Tawher
EQ-46100-56 led Amsorted Cloching Itema for which you recencly submitted sn onbine bi

WicTimg & bhid and hopes chac you will do 8o sgsin.

AGENCT1 JEUVEN ITICE, FEFARTEENT OF
CONTACT PERIOM studentOi, studencol
COMTACT PEOHE! 404-656-6131

Attaching the Notice of Award (NOA) Form

1 You must attach the Notice of Award form to the awarded
eQuote. To do this, complete the NOA form for this eQuote
and save the completed form.

%You can find recommendations for reasons for supplier
rejection in this manual’s appendix.

The NOA form must include the awarded supplier(s) and the
amount of the award(s) as well as those suppliers who did not
receive any of the award along with an explanation of why they
were not awarded the eQuote.

% Remember that you must wait 10 calendar days after
you have posted the NOA before executing the purchase.

% Refer to the GPM for information as to how best to word
this explanation.

1 Use the Edit function within the Awarded eQuote section to
attach the NOA to the newly awarded eQuote.
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eQuote Review & Maintenance

Salect Status
&l austad

Opan wJuobis

Saved efucter

[ anculled #iuctas

Cledad afuetedHe bidd ratanad)

2  Click Next to return to the eQuote you have just awarded.

eQuote Maintanence on EQ-40300-456

Edit eOuote

Flaturn bo Ma

3 Click on Edit eQuote to display this screen.

Contaet Phos! 404-656-6131

Contact Emall: #adent] 2 doas gagey

Fiscal Yaor 2008

aluote Titla Azgorted clothing items

eCuote Dateription This eQuote is for assorted cl-ulhing items for males ages

10=16. Plgase include discount offered for corky payment as
a separate comment or attachment,

aCuote Raleared Dote OF /1842008 1105 AM

Closing Data 0718/ 2008

Chesing Tima 2 Pl

Estimeted Comtract Valus 75000

HIGF Code Salsetion: 20044 — Pants, Slacks, Teousers, Shorts, Jeand, &1c.

20070 --- Shirts, Drest and Cazual
2015] v Hosiery and Socks

20ES — Baimwear (Roncoats, Slecker Suits, Storm Suits,
Unbrellas, ete.)
20016 — Coats, Jackers, Parkas, Vests (Cold Wathar)

aCuote General Gocuments: i

Click to attach the
completed NOA form

AddDelete Header Dodumants

4 Click on Add/Delete Header Documents to attach the NOA
form. The result looks like the screen below.
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Fiseal Yeor 2008
aluote Tiths Assorted clolhmg items
eCuote Bescriphion This elduote is for assorted clothing items for males ages

10-16, Pleaze inchude dizcount offered for early payment az
d Separate commént or affachment.

aQuote Released Date OT/IBA2008 11:15 Al
Closing bate 0T /182008

Cleging Time 3:42 PM

Extimated Controct Wolus THOO0

MIGF Cods Selaction: 200638 —- Pants, Slacks, Trousers, Shorts, Jedns, etc.

20070 — Shirts, Deess and Casual
2015} === Hosiery and Socks

2165 - Rairrwear (Raincoats, Slicker Suits, Storm Suits,
Umbréallas, etc.)

20016 — Coars, Jockats, Parkas, Viests (Cold Weather)

eQuote General Documants: EcHoR

24 NOA attached

AddDalate Headar Documents I

You must attach any informal complaints filed as well as the
decision regarding the protest at the header level. This allows
suppliers to see the reason in case there is a delay in beginning
the contract or a re-award due to a valid informal complaint.

Re-Awarding an eQuote

There might be a situation whereby you need to re-award all or
part of an eQuote. Perhaps, the supplier who received the award
cannot continue to provide the service or cannot provide the goods
purchased. Perhaps, the supplier who received the award is just
not performing well, or a re-award might be the result of an
upheld informal complaint that leads to the rescinding of the
original award and the re-awarding of the eQuote.

1  After thoroughly documenting the situation, you can then re-
award the eQuote to another supplier. To do so, return to the
eQuote menu, and click on Awarded eQuotes and proceed to
find the eQuote that needs to be re-awarded.
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eQuote Review & Maintenance

Sebect Status
Al gCruatar

S St

Urdar Evslustion afustes

e
[
" Eaved s Quoker
-~
i

Avarded eQuotes

Brcallas @i usta s

i Closed aQuotes{Mo bids receivad)

When you click on the eQuote, the following screen appears
and click Re-award.

eQuote Maintanence on EQ-40300-456

Figtumn to Manu
., 5

The screen shows the eQuote that was awarded and indicates
the awarded suppliers selected at each line.
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3

4

Wendoe Warise pen tid i ped see Bhis edtial aw srdied vendor,

Mo, 498 af  Documents
Uedkn

(0.} Mans Facts  Mawy blue polvester panks with gide |20044-Panks. Sladie, Trousens. 200 |
podhati and sigper in front Sharts, Jeans, st (£ ml
dggortad langths and sieas senall T e ]
o %

Wendor Bid Amount Anounk per  Award  Vendor Hame Bidders Hame

Bid Par Unit Linen Solecion

Shakis

bid FIE000 $3400.000 | = DISCELTS Gy Sancey

brid 210,000 | $4000,000 | ~ HAR P [hee, dphn Greveh

bid FIn.000 §4200.000 ) @~ VALL DUNLAR I AFEOCIATES el Bugh

Bid $I2000 | $Ha00.000 ) ~ BRAMCHES ENTERERISES, LLC Torr Pyl

r Ho Award for thin Line

Raticnale for changang the s asded

S
|

To re-award any or all of the eQuote, select the supplier to be
re-awarded and type the rationale for re-awarding in the
justification area.

Mo, (4390 af Dt uansants
Units
(1) Mens Pante  Havy Blus pelyarter pante with zide 20044-Panki, Slacks. Treupare, Fili]
podiets and zipper in front Zhorts, Jeans, eto Ed Pyt
Agparkad langthe and gizer amall e
o 3=
.'llnwﬁr.ﬁd Arnount .imvw*p-rr .*l'!ﬂ' Wendor Mame Ericdders Wanen
Bid Per Dnit Linwe: selection
Statas
bid | 812000 $3600.000 o~ [DIscewYs |Gy Comnas
Bid | ga0.000| geoooo0o | g [Farp g, ho $m
Bid $21.000 | $4200.000 |~ :“ul'll L DUNLAR & ASSOCIATES Carl Bugh
nid $22.000 [ $a400.000 |~ |BRANCHES ENTERPRISES, LLE  [Tom Paul
r Wo Award For this Line
Rationsle for changing the swarded
Dischuys want out of businsss, aAwarding o sesond lowsat biddar

After you click to re-award, the following appears:

eluote Re-Award Processing

Fe-Avard Processing is successhul

Feturm b Menu I
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Once you complete these steps, complete and attach a
Revised NOA with the new award information. Do not delete
the original NOA since it is now part of the permanent record.

5 Click Process Re-award so that suppliers are notified by email
of the change in the award.

Closing an eQuote Without Any Bid Responses

When an eQuote bid period expires and you are ready to make an
award but no suppliers have responded, you must close the
eQuote.

1 Find the eQuote to award and click on Award eQuote.

eQuote Maintanence on EQ-40300-61
Yiew aOyote
Edit a0ugte
! Click to
e { award
Foaturm to Mend

If the eQuote did not have any responses the following screen
is displayed.

eucte Award Processing

Mo vendors submittad bids for this eQuote
EC-40300-G1

Please close this eQuote by cicking the button below.

e elugle I CIICk tO )

A

Civaa § 0 close the
eQuote
ol
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2 The following appears to indicate that the eQuote status has
been changed to Closed. You will be able to copy and re-post
this eQuote if you need to in the future.

eGuote Mo Bid Close

EQ-40300-61

IHu'.FF“ Parizchable Foods

This eQuote status has been changad to "closad™,

[Fiahuen i Menu

Awarding an eQuote $100,000 and Above--for Non-exempt
State Purchases

eQuotes $100,000 and above have the additional requirement
involving the completion and posting of a Notice of Intent to
Award (NOIA) for a minimum of ten days prior to the final
awarding of the eQuote.

As the purchasing agent, you receive an alert to the fact that the

eQuote award is over the agency’s DPA. This message should also
prompt you of the need for an NOIA.

The lowest pﬁiﬂﬁh umrﬁ{hﬂdlﬂ'ﬁfllnu}} is: | 1
The selected award confiquration above yiebds a total bid of: | ¢
Thie difference between selection above and lowest possible avward is: I 5

Agency DPA amount s § 100000

Click o process e Aweed configueabion above

To select a single vendor for the entire award click the appropriate button below. It
will stormatically change the above selecion configuration.

e Cick cn e biddars namve to visw Eha an ¢ |
- . I-\-\".
.....". ..\-.‘-\".
o e o e

When you attempt to make the award for an eQuote with the
intended award of $100,000 or above, the following screen
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appears.
eQuote Award Processing
EQ-40300-458
Linn Wity [TERTE S e Laternded Descriphan Baddar Wordor
1 12.0 $11000.0 $132000.000 Chaah towis CARL wWoOTEN CafLAL

b T
Vendor Award Total sz $112805
The total bid award is: 132000000
Thi sveard 1e1al is greater than $100,000.00, WO has been sl
The aivard process can be completed after & 10 day waiting periad,

&l wendors who submitted hids for this eQuwote have been nobifled of the NOTA,

The participating suppliers receive an email informing them of the
NOIA similar to this one.

NOTICE OF INTENT TO AWARD
elhnote Namber EQ-403H-458
The agency, ADMITISTEATIVE SERVICES AGENCY, that trrued ey eCuote has sprued they Motice of [ntent to Award

(BOLA) to mdorm bidders of ther prefemed award The HOLA 15 oot bevdemg,. Vendors will be mioneed through a Hosce of
HAward when the avrard o fnalized and made ofical The Intent 1o Award 15 shown below

eCunte Beference number  EQ-40300-458

elunte Title Janstorial and Carpet Cleasng
Agoncy Name ADMIMISTEATIVE SERVICES ACGENCY
Ageney Award Buyer shedent] 1, modent]] \'-._

Locating eQuotes Under the NOIA Status

1  To locate an eQuote that is under NOIA status, return to the
eQuote main menu and click View Intended Award That
Triggered NOIA.
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eQuote Menu

. Click to view
View Dntended Awaerd that 1eegqered MOTA eQuote under
Seogrombemiiosmer NOIA status

a

Just for testing
didunte Lzt 16 hard &lote o gubte
eiduote MOTA fast forward

Fietum To

2 A screen with all eQuotes under NOIA status appears. Click
on the desired eQuote number to view it.

:Irillul:l-'-'l-llll-'.d'1|='p|| i el [rd el Esprler ey
Dle DX Tew Fpokes ok (ep

e N a &a @ @ B &
Prir

S Babvedh  Home Soarch  Favorbed  Habory Hall

Agiress [B] retp: v doon. o abn g i PRSRpTarD(E g verdr_seeard_nbort. mpPunanche e ameter=roin

Award Intent for NOIA

gk on the Pef MHumber to visw intendsd dward

Click eQuote
number to VieW [~ ASM NI ETRATTV . B RVECES
NOIA e

Agery

3 Once the NOIA is set and posted, monitor the ten day
countdown. To do so, return to the Review and Maintenance
menu within the eQuote menu and go to the Under Evaluation
section.
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underEvaluation

underEvaluation

underEvaluation

oia 10 days

EQ-40300-42 07 April Perishable Foods 40300
EQ-40300-44 .UE:IFII'I' Perrshable Foods 40300
EE-40300-45 0&April Perishable Foods 40300
Ei-40300-458 .J-:ﬂm:uru;l and Carpet Cleaning JO300 Q|
EQ-40300-46  024pril Food Bid 40300
ER-40300-48 07 April Perishable Foods 40300

underEvaluation

underEvaluation

4  Clicking on the eQuote displays the following screen.

eQuote Maintanence on EQ-40300-458

Fotum to benu I

%You cannot award an eQuote while under NOIA status.

Attaching and Posting the NOIA

It is critical that you attach the completed NOIA document to the
eQuote. Any supplier who is interested in filing a protest on this

eQuote will have to do so within the ten day time period between
the posting of the NOIA and the posting of the NOA.

1  To accomplish this, complete the NOIA form including the
information regarding the intended eQuote award recipients
and the information regarding the intended rejected suppliers
along with the justification for the rejection.

%You can find recommendations for supplier rejections in

this manual’s appendix.

2  Save the completed NOIA document to your computer. Using
the Edit function located in the Under Evaluation menu,

eQuote
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attach the completed NOIA document to the Header section
of the eQuote.

e(luote Maintanence on EQ-40300-464

View eQugte
Edit eQugte|
Vigw B :ﬂ REsSpOmsgs

ancel eQuote

eCuote Mumber: EQ-40300-464

Aganey Mame: S0300 ADMIMNISTRAT IVE SERVICES AFEMCY

Contoct Mama: srudentll, studentll

Contoct Phons: Abd-L5E-8121

Contact Emall: Frudant] 1®doas.go.gos

Flzeal Yaar 2006

.M Titha Janttorial and Cu.npﬂ['ll-unng

eCuote bescription Annyal confract fo clean of fices. bathrooms, halls and also
1o ¢ lean carpets

eCuote Releosed Date 0T/ 1972008 0P:00 AN

Closing Date 0T/ 19y 2008

Closing Time 202 AM

Estimated Confroct Valus 200000

HIGF Code Selaction: QU002 - Carpet Cleaning, Cryemy, Installation and Repai
PLO39 — Janitorial/Curtodial Services

AddiDelets Header Documents i

3  Add the NOIA form from your computer.
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6
v

the Header level.

Remember to attach any protests filed to the eQuote at

After the ten day time period, if you have not received a
protest or challenge, you are ready to award the eQuote.

EUI00AZ U7 AR Ferihabe Faad: AUT0 [anderEvaniarin
[EQ-40300-44  (05april Perishable Foods 40300 lunderEvaluation

[EQ-40300-45 [06.April Perishable Foods 4030 sodecFualigtion
[EQ-40300-458 Tanitorial and Carpet Cleaning 140300 [noia Ready to Award
[EQ-40300-46 |024pril Food Bid 140300 junder€valuation
EQ-40300-48 |07 April Prishcble Foods 40300 lunderEvalyation

4 Proceed with the award.

€
-l
W
Do not forget to post the NOA to the eQuote as an
attached document.
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eQuote Maintanence on EQ-40300-458

wigw eQupta
Edit_eQyote
Yigw fagl Besponses

Cancel eQuote

Award e0yote

yport Bad Basponsas acel 5o hagt

Fogttyen 10 Mani

Suppliers receive an sent an email informing them of the award,
and the award information is now available on the automated
system.

5 PAARIL A £OF 1 A1 TR
i Lol | Cfifeteno )| CgPermed | @V B2 P (G (DY M e - T @
Fopls ES tYew Jest Powe [och  jrom s

Ll Btk (i Sendi S NS00 905
T TranZ, Proos smsnt
=8

Subiect: wChsots Aeward for £O-40900-87

h-\'ullf FRERCH, congratulacions, You have bDesn avardsd ali/parc of sfuots nusber EQ-40300-87
aHtILled Janitorial and Carpet Cleaning [SF Whith you i SRLly sumlLted an Ssnline Doad,

will rac Fi lining the datails of tha award.

urchase Order (P in the pear future out

Infodmatl ieh Contast)

AGENCY: ADAINISTRATIVE, SERVICES AGEMCY
COMTACT PERACH) sxudentii, studsntii
COMTACT PEONTD #04=838=0131

_—
f" o
-
- = @RE

Posting an eQuote for under the DPA, but Awarding the eQuote
for an Amount Over DPA

If a situation occurs that the supplier’s responses are above the
DPA even though the eQuote was posted below the DPA, you will
receive an alert when attempting to award the eQuote.
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H'I'II'H'l":_lIIIIl'l' Microscl Inbevnet Euplerer

B Gor e Fpeoites Jook (o

& .2 0 D0 a & o | B & H.B8 B
Bach, PP Sop  Refresh  bHome | Sewch Favorbes Metory Ml Frir Edt Doz Resewch
wlﬂmu (i o, st ot oo 1 PR ES0DE o st srenca e acker P =8 o ceverdor s d ke ;] o | Links

Thir diference Belveren selEciion abovir and [owest possiole avward is: |

Agency DPA amount s $ 100000

Thie award confiquration selected resulis in an award greater than the agency DA

ok i procoss the Award configurabion abowe |

To select a single vendor tor the entiee award click the appropriote button balow, Tt
will automatically change the above selection confiquration,

Dk o thes bidders naimne b wien the sties Bid decument

Total Vandes 0 Oher
Amarint Loveeat aplit

SMerwlor Saioe Wihiders i Lirvies bt Bl

e
Wandor

AW ARD WY I
LIkL

[l

INECUTIVE
HaHA G T

SERWVTCERIM)

=]

AR B _wendor_smard_post - Sacrosolt Inbesmest Exploners (=]
fhe [t e Pgeortes Lok fb | Y

et - TR () a oo 3 | B & B§B . L=
Bk Wop  Meesd  Home Searily Faewber  Holiey Pl LLTL] 1 Dwtind  Meses
Akdrestn [ ] honpy sl o stane. 0 Ak PRS00 IR weruin it d [0, 150 =] @ [k
eQuote Award Processing
EQ-A0300- 100
L Urwis il et el 8 ot b Lmet oo e [ Ferrcher
e ProDa S FRA000, 000 [ af wan wiRGY BimElE Wl € LT IvE
A o8 BEET. LLE L Ee £
' riare

(L NEDDe0 B30 000 [ erburm &l alayion

Werskar Al Butal in 4110080, 088

Thas tatal lxld aveard I8 12000

The total sward amsunt is greater than the your Delogated Parchasing Authority. s email messsge has Bees
sutomatically sead te the Siste Purchasing Divisien to notify them of the sHsation, This svard CARMOT he
sompletod until 5190 kot avilgned authorily of Ehe sQuote o 5P or back bo your agendy

Phease 0 O Thne Exceeds DR Farm snd ubalt i§ b SO0,

Fitstunrs 0 Dot biaean [

If this is the case you must submit the One-Time Request to
Exceed DPA Form to SPD and work with SPD to determine how to
work through this eQuote.
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Reviewing Awarded eQuotes

You can review eQuotes and the award decision after the award by

returning to the Review & Maintenance screen.

1  To review awarded eQuotes, click on Awarded eQuotes.

5 B _pnsintanence - Microselt Intemet Exploncr
Gl [t few Fgeorfes ool Hep

e o= .9 B &8 ®

=
Back. ! B Aefresh  Home Search Favxion  Hitory

Agdress I!.'I higtpe el douw. shabe. gaARPRECO ST praind sraras. i

euate Review & Maintenance
Sl WNal
P A eGuches
Toan auotep

Savad Sustai

Click to view

Db [t ‘Pew Fgrorten  fook  Help

.0 O @ @ &8 @m o3
drop  efeedds  Howe | dearth Faveeled ety

B- &
Hel B

e T e ]

List of Awarded eQuotes

lick on efuote Humber to Update

eQusote Mumbar douote Titk Agancy Cuote Status

gt | C- i sorted Clothing Dtems Sol00 owerd

Foartarm o Banu

106

eQuote
User Guide
Version 3 — January 2009

DOAS - State Purchasing



User Guide

2  Click on the eQuote number and the following screen
appears.

TR et sty Sbrosslt il st Bgdurer

Bl £ gew Fgorkes  Jeols e

P i g B O @ 9 | B
Badk F 3 Seep Hefredh  Home Search Favorbed Heftory Pl
agideess [ B hetp- il deus.sbabe. ga.un PR sn EG _od . i hete e Y= FFFE

eQuote Maintanence on EQ-46100-56

Wi gOUCTR
iy Bid B SEories

Wigw A g

Ba-fwa

At this point, you can perform several functions:
e View an awarded eQuote

Click View Awarded eQuote Information. The eQuote
displays with the supplier who was awarded each line.

:".'u'wl'l}cml-r Macroaci? InEernet | uplor e
Bl [t Wes Fportes [ook e
« = _ 0 0O a | & & J9| B &

Back d Sop  Refeesh  Home Seach  Favortes  Mstory ] Frink
Agddrens }!Jh::n e douss. stabe. g PRESDDE pnd st sneros a0 sder P =J00 oo ne=visvia deduct e

#vrard Information
Eires | Bl Tiihs i v s Lieve: P
L

(1) [Mann Parts  [Hawy blos 20044-Panks, Bladhe, Trouree,
palyaitar vtk Shisi . faafi. abd
side packets and
Eippar in frank
Bygartad lengaig
&l fara i b 0
.

Bid Arsount  Amount per | Vendor Kama
Par sl v

(FER Fad0, 000 [PRIHE vERDO®R GHE

Uirse  Liwss Tithe Draripin
hi

(2.0 Masy Shits  [Polyauter shima Z00T0Sharts, Cuwer and Carwsl
with, collar, wheet-
dleaved. 3
beokRon, BigaE
amall bo T

Amsunt per | Werder Nama
-

FEE), 000 [FRIME VERDO® EHE

et
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e Edit an Awarded eQuote

The only edit that you can perform is to add or delete a
document. You use this function to attach the NOA.

e Re-award

This manual reviews how to re-award in previous
sections.

e Create an Excel Spreadsheet from an Awarded eQuote.

eQuote provides you with the ability to create an Excel
spreadsheet that includes all of the bid response
information, which you can copy and save. You should
also include the date you created the spreadsheet and
any additional information that you might need for future
documents.

1  To obtain the spreadsheet, return to the awarded eQuote
(this function is also available with an Under Evaluation
eQuote).

SN eiuobes Rt - FRcrireoll Inbernel Exprboner
Bl [de e Fpeortes [k ek
i < O QA & m

5 3
Thack: Foreard Soop Fome | Seach  Favorter  Fetory
Agiress [ @] hetpclinad doom. shate. ga.un PREspTan TG _open. jsp

List of Awarded eQuotes

Clisk on eQuets Humbes o Update

#Certe Mumber eGuate Tithe Agancy Quete Statuz

’.:',' <& U-Te Assorted Clothing Items 6100 [qeord

Fsirbarms 10 Wbisrru

108 eQuote
User Guide
Version 3 — January 2009

DOAS - State Purchasing



User Guide

3|'I,'lh|lr Posting - Mcrosolt Int et Exploner

Ble Edk ew Fgorkes Jooks el

- e E e R R d- &
Back. il Top  Fefresh  Home Search Favoribes  Hstory Ml FPrink
WIEJ hitpe el oo shobe. gam PR Snd 0 _edh, botelHesde Fi=TF7

eQuote Maintanence on EQ-46100-36

¥iew aCupte

Expart Bid Besporses 1o Excol spreadshoat

Fatarn to Manu

Click on Export Bid Responses to Excel Spreadsheet. The
following screen appears.

]'ﬂrwrl:w-lf P Hernel baplorer
Ble Edt Wew Fpokes Jodk Helo
- B a8 &m 8 & &
Bop  Befresh  Hows Sewch Fawobes  Hishory Hadl Peind,
Ajdress l'_'ll‘xlp.._lml.dhn AR e Ga. PR Sagpt and fmanbarercs e Header P = tncurca=virall Selucte

Excel Spreadfhest lor efuote 2 EQ-4G100-56

Flituim b3 M

The spraadshaat has been created

Click to
load

This is a sample spreadsheet created from an awarded
eQuote.
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% The information contained provides only the submitted
pricing by each line, ranked from low to high. You should add
columns or rows for all other bid requirements to this
spreadsheet.

A https/  saldoas. et vgasn PESapplraed 1) _Folder ' spreadshest 61 HLovy - Microsolt Inbernet Luaplores
Gfe GO Y oot Formst ook Qete Gule  Fpories  peb
e = & B 4|8 5 3| 8 B & =7 B B
Back Pervarid Stop  Fabesh  Homs Seach  Fevorkes  Hsbory Toscks Ml Prini [0 Do R
ldﬂu_sIﬂwuwm.ﬂwwmmmw_rm.mmmm.w =] e | Urés
Al - & wlucie Momber -

S I N ] - ) oy ] [ R Y~y ) T e - T [Py . F] [ o] s T [ 0 i
1 pEOuste Millsn NusdsLing Take  Dascnptol LIOM Quantidy Bt AmUl Bid Ling A viendod Na Vensor Co Bwdder 3ar B
o[

3 |EQ-45t00- 1Mans Paniblavy b EA 0 T 4500 PRIME VEPETER MEJack Jack
4 |ECR4E100- 1 Mlens PaniMey bl EA 200 &0 000 BOB Lad REGIMNALL Jobn Smitl
& |EQ-EH0- 1 Mang Panihevy bius EA . v (L 1] 2000 KF GEAR- LYHDA 58 5am John
B |
7 |EcaEin0- 2 My Shin Polyestar -EA 20 ET] B0 PRIME VE PETER MEJack Jack N
S?Ea.ual[l:l- 2 Mawy Shi: Polyester 1EA 200 35 TOO0 BOE LAM REGINALL Jobn Smisl Mk
B | C0-5100- 2 Mawy Sharl Palyesbar 1EA . ] L) 00 K2 GEAR- LYHDA 5F Sam Jdehni A
|
il
12| EQ-4E100- £ Winter cos'Wassl-leve E& 100 o5 S0 K2 GEAR- LYMDA S8 Sam dohin MG
13 | EQ-E100- & WG G Wil EA gler] 1) 12000 ESSENTIE QTS AND Baren Fur NG
14 | EC48100- & Winter 0o Waist:leva Ea 00 =] 15300 FRIME VE PETER M dack Jack Also hav
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What the Suppliers See and Do

This section reviews the information the suppliers receive
from eQuote and the steps they follow to participate.

Getting Notice of the eQuote Bid Opportunity

A supplier may receive notice of an eQuote opportunity
through an email sent by the eQuote system.
This is an example of the invitational email the supplier

receives to participate in an eQuote.

eQuote Announcement to Suppliers

LISA GILBERT
sales@daharchem.com
DAHAR CHEMICAL CO.,, INC

a

Vendor
contact

ADMINISTRATIVE,SERVICES AGENCY,
OPPOITUNITY WHICH 15 avanable Tor your comm
code(s) listed in your Vendor Registration System (VRS)

Agency

entity, has posted an eQuote
four firm was selected based on NIGP

eQuote . o o
closing This itarial viewing and reply only,
date and | close on (07/31/2008) @ (2.00 PM).
time To access this eQuote and submittal form, the following system USER-ID and PASSWORD are
required.
MOTE: The USER-ID and PASSWORD are provided for this bid
only. They are not related to your user name and password in
the Vendor Registration System. Your USER-ID and PASSWORD will remain valid until eQuote
closes.
T5: salesCoanarchem.com e One-time User Id
PASSWORD: quote3441 and password
- ICK 0N the TNK Delow 10 access e eQuote
Link to
access  =¥rihttp://ssl.doas.state.ga.us/PRSapptrain2/EQ_vendor_login.jsp?N=39764
eQuote
If you have any questions reqarding this eQuote, you may & .
(student11@doas.ga.gov). eQuote purchasing
b oot vtk RaRas il Georgia G agent contact
Link to
Ve'_"dorls Vendor's Guide to eQuate !
guide idered if submitted by fax, email, post or hand
delivery. Only respanses submitted via the electronic link provided in this email will be considered.
eQuote 111
User Guide

Version 3 — January 2009

DOAS - State Purchasing



User Guide

Steps the Supplier Takes to Respond to the eQuote Invitation

The eQuote invitational email includes the link the supplier uses to
access eQuote. The supplier can only use the one-time User ID
and Password to access to this eQuote.

% The supplier is able to use this same User ID, password
and link up until the eQuote closes. If the supplier deletes
this email, the Purchasing agent can resend the information
or they select to have the information resent to them.

When the supplier clicks on the link, it opens the following

screen.
State of Georgia eQuote System
Vendor Bidding Process

efuote Numbar: EQ-40Z00-466
aQuote Tithe: Janitornal and Carpet Cleaning
eQuote Close Date/Time: 07/31/2008 09:02 AM
Vendor Compory Mama: ACS 00 BCONSULTANT DIV
WVandor Conmtact: SHANNOR TROTTY

Flease enter the User ID and password supplied to you inan email message by The State Purchasing
Diwigion for this @Quote.

Uear ID: [-ghnnnnnr;‘-;.-@kgf!;:aﬂh el

Pazgword:

When the supplier clicks Submit the following screen displays.
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eQuote Summary Information

efuote humber EGQ-403D0-484 3
Agency Name [+0300 AOMINISTRATIVE SERVICES AGERCY
Contact Name :Sl'ul!'l'iﬂ'.. studentll eQuote number,
Contact Phene 44-656-8131 buyer infO,
[orksct Frail shudent] 1fdoss. g8 gov }4— CIOSing
Fiscal Year 2008 date/time
aluots Tithe .;Iamt.:huzl angd Carpat Clyaning Comment:S
‘elote Description [Anreaal cortract to dean offices, Eathroarny, halls andfhlrs to dean
efuote Relessed Date 07192008 01,05 PM
Cloging Date Hmee O30 2008 @ 9:02 AM J
NIGP Code Seleckion: 21008 Capet Clesning, Dyeing, Installsbion and Reps NIGP COdeS
FLOGF -~ Junitar ol Curtadisl Sarvioes, ’
: = documents
Mg to building h and link to
Vendor’s
Guide

Supplier Decides Not to Bid

ki Map to building
Line  liee Tl |Description |Lne Nigp o of Units, Quste Lne
Humber Unit of Documents
Pt ek Ly
1 Janitorial Elaan towar |31038-JaniteraliCustodial Sarvces (12 MON Claghing
EL L H (e gmants
2 Carpat Capat  [F100%-Carpat Cluaring. Dyaing.  (12HON | roroet duaran
desning clasn Irstallabion and Fepaer QU maints
Bid Now Bid st alater ime |

| _— o -

If the supplier decides not to bid on this eQuote, the email
may be deleted. If the supplier changes his/her mind, the
supplier will need to contact the purchasing agent and

request the email invitation to be re-sent.
Supplier Decides to Bid Later

A supplier can decide to bid later by clicking Bid at a Later

Lines items
with
documents
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Time. When suppliers click this button, the GPR displays to
allow them to review other bid opportunities of interest.

The supplier can return to the eQuote opportunity at any
point up to the closing date and time using the same User ID
and password provided in the invitational email.

Supplier Decides to Bid Now

If the supplier was added to the solicitation’s participants list
using the Add Vendor function, the supplier accesses the
Team Georgia Market Place first. The supplier must register
before he/she can access the eQuote Vendor Bid Form.

A registered supplier who decides to bid now accesses the
eQuote Vendor Bid Form. This form contains three sections:
The first section provides the information about the eQuote:

e The eQuote number and title

e The agency

The purchasing agent and email address and phone
number

The eQuote release date and time

The closing date and time

The NIGP Codes associated with the eQuote

General documents or instructions on the Header section

The second section includes the following:

Area for the supplier to add documents to the Header
Supplier’'s name, phone humber and email address

Box for the supplier to add comments

Solicitation Instructions that the supplier can open, read
and print

Terms and Conditions

e An I Agree check box for the supplier to agree to the
Terms and Conditions. If the supplier does not check this
box, the supplier receives an error message.

The third section includes the following:

e A link to the Supplier’'s Guide
e Each line item with an area for the supplier to make
comments, the ability to add documents, an area to either
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enter the price or check No bid, and the attached
documents by the purchasing agent for that line

Any deleted lines

The total amount tabulation for all lines to allow the
supplier to provide a price

A reminder that each line pricing is to include the shipping
cost

A statement that the purchasing agent cannot view any
comments or questions until after the bid closing

The final submit button

First section:

eQuote Vendor Bid Form

Mew Bidd
aQute Humbar: EQ-40300-466
wuate Tith: Jamtanal and Caspet Cleaning
Agency Naoma: 40300
Buyer Hama: shudentll, studentll
laryer Fhone: 404-655-6131
Earyer Email: studentl1doas.ga. gov
Figenl Yaar: 2004
eCuote RBeleased Date,Time: 07/18/2008 01: 05 FM
Closing bate,/ Time: 07/31/2008 & 09:02 AM
HIGF Coda Salection: 91009--Carpet Cleaning, Dyenyg, Installation and Repar

91039-=larstanal Cust

eQuote
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Second section:

wuoTe Gemaral b T
General Vendor Documants:

Mame of Farson pubmitting bid:

Bidder's Email Addrass:
Wendor Phene Humber:

Wendor Comments:
r
Supplier can
add —<
comments
4|
Sokcioaiistucions | | Terws snd Condions |
Must check " Qrave read and ogreed to Terms and Conditions.
toproceed | | j il i i
Hill’a SecElon:
Line Title  Unit  Vender He Vander Commants Cuote ling  Lesd/Vigw |
Magrura Bid Bid Documents Vendor
Units  par Documants
Bid Linit
1. Jarrtgeial Mc:“ B0 |-— wo supervisors svailable per = | Glaaniey
1 Rift LI
Supplier enters o
ri r line or > .
price pe €o . MOH 1000 [ [ne supervisor availsble per = |fasat Cck
can check No Bid 12 b daaning =]
i - I
Tabulates bid i
responses for — [r=—p-fetal Ameunt
Supplier ks

| WorE Moy b e A7 D bl Theis e a0k Di i mE maat o0 badd Bty ey Ay for T o

After clicking to submit the bid, the eQuote system prompts
the supplier to confirm the bid amount.
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2 [Lopel | MO 1000 [ [one supeevisor available pec 2] [Somat Click
clegnng | 12 ahige f!mwu,
? ] Your botal bad smcont & §EA000.000  Are v pure you sish bo submit thes bad?
| e
By may b dweprdie] ot P L lpw]. Pharafors aad I quits mogt silocs amy handiag ened chpgn For That lng
Please note: Buyers cannot view these comments until after bid cloging.

If the supplier clicks Ok, eQuote submits the bid and the
following screen displays.

eGuote Vendor Bid Post

aluate Mumbar: EQ-d0300-485

aQuota Tithe: Janitorial and Carpet Cheaning
eluete Clote bate/Tima: OF /3142008 @ 0002 AM
Your Total Bld Amount: Fa4000,000

Wiir bld response has been recorded by the eQuate system, Buyers silll not be able o wiow
any bld responses untll after the closing date and time. You wlll recelve an emall confirming
thi cighmitsion af yairr bid, I you dé mot redeive thic emall swithin 2 Hours pleate cantadls

AGESL Y ADMINISTRATIVE SERVICES AGEHCY
CONTALT PERSON sbudentil. stedentll

CONTALT PHRONET 404-636-43 31

CONTALCT EMAIL:  shudentl1@dost. g gow

Thank you for dodng business with the Stafe of Geongla.

"L Siske ol Geowge
Tt

State of Georgea Procurement Fagister i

aAfter the Bld close date expires additional information will be avallable at the posting
of the NOLA or the NOA via the Georgia Procurement Registry (GPR) website and is
aceastibile from the

eCuote Public Site

This notice explains that the purchasing agent will not be able
to view any comments placed on the eQuote response until
after the eQuote closes. The notice also explains the
availability of the eQuote Public Site as well as a link to that
site. The supplier then receives an email confirming the bid
response.
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Wriom:  adhecedados. g5, g0 | Sert: Sat T)LH2008 | AR PM
T Trend, Procmement

e

Subect:  Submitted b ket EC-SI000-85

That if to mform you that the eCuste pypibem has sucersflly recerved your bid Bor eCazote tumber: EQ-40200-465

AGENCY: ADMINISTRATIVE, SERVICES AGEHCY
CONTACT FERBON: student]1, student]1

CONTACT FHONE: 404-656-6131

CONTACT EMAIL:  shudent] | {@doas gagov

Thasle yous for subersitng a bed

After the Bid close dmte expires addStional sformazon will be avadable of the portag of S HULA of the HOA nia the
Goorgia Prorurement Registey (GEE) webate aed i accershble fonthe sCuote Fuble Sae L

% If the supplier does not receive the email confirmation
response, eQuote did not successfully receive the bid. It is
also important to note that the time eQuote receives the bid
response is the actual time of the bid response and not the
time when the supplier sends the bid response. Often there is
a two-three minute delay.

Supplier accessing the bid from the GPR

Suppliers are able to access bid information by going into the
eQuote Public Site from the GPR. Once Suppliers locate bids
they may be interested in they are given three choices:

e Bid Now - If a supplier has a User ID and Password
they are able to submit a Bid. Choosing this option will
walk them through the process of submitting a bid and
any associated documentation.

¢ Request an Immediate Invite to Bid - This choice
allows TGMP registered suppliers to request an email
notification that would provide them with a User ID
and Password to submit a bid response.

¢ Register to Bid - This choice allows Suppliers who are
not registered through Team Georgia Market Place to
complete the registration process. Once the process is
completed they are able to submit a bid response for
the selected solicitation as well as receive future
notifications of available bid requests.

The following screen displays once a supplier selects
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the bid request they are interested in bidding on:

-Have an eQuote invite ID ?- 0r -TGMP Registered Yendors- ©® --- Unregistered Vendors ---
Click Below Click Belowe Click Below

Bid 1 TR TB (T TICIES (et o i id
to Bid
eQuate Number EQ-42900-37
|Agency Name .dZSUU GECRGIA DEPARTMENT OF ECONCOMIC DEVELOPMENT
|contact Name [maria Gibbons
[Contact Phone [res4s61230
[contact Email [rgibbons@gecrgia.org
Fiscal Year [roos
leQuote Title [Danitorial Services MG
leQuote Description fianiterial services for suibe 1308 @ 400 Piedmont
leQuote Released Date  |01713/200% 01:06 FM
[Closing Date [o1/23/2009
[tlosing Time [1100 Bm
NIGP Code Selection: o
91004 --- A
91054 --- Painting, M
21060 --- Plumbing Maintenance and Repai.

=== Plant Maintenance, Indoor

eaning Services, Stearn and P,
rpentry Maintenance and Repa.
Carpet Cleaning, Dyeing, Insta
=== Flooring Maintensnce and Repai
Furnace Maintenance and Repair,
Glass Replacerment, Maintenance.

Janitorial/Custodial Services,

Maintenance S 5, Building.

,——___ 91053 --- Metal Work Maintenance and £ .

When selecting Bid Now the following screen displays.

State of Georgia eQuote System

Vendor Bidding Process

eCQuote MNumber: |[EQ=42900-37
eQuote Title: Janitorial Services MG
eQuote Close Date/Time: 01/23/2009@1:00 PM

Please enter the User ID and password supplied to you in an email message by The State Purchasing
Division for this eQuote.

User Ib: |

Password:

Submit |

At this point, Suppliers enter in the User ID and Password
they received in the email notification when the bid was

originally posted. This would give them access to completing

the bid process.

Team Georgia Market Place registered suppliers have the

opportunity to request to receive an invitation to bid. When a
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supplier selects Request an Immediate Invite to Bid the
following screen displays to allow the supplier to enter his/her
email address.

Request for Bid Invite

Please enter your EMAIL address that is used for TGMP Registration

[mhutf@ s80.08.90V

The email address that you entered is not in PeopleSoft Vendor Registration System.
Please make sure you are entering the right email ID. If you are not a registered
vendor, please register in TGMP and have the invitation sent to you.

The supplier must enter the email address they used to
register on Team Georgia Market Place. Once the supplier
enters the email address and clicks Submit to submit it,
eQuote displays this screen with a confirmation message.

Self Invite Confirmation

An email [eQuote resend notice] has been sent to you,

Home |
% If a supplier has already received notification, eQuote
displays a message indicating when the invitation was sent

and provides him/her with the opportunity to resend the
notification.

EQ_salflnvite_confirm.

If a supplier is unregistered, he/she has the option of
selecting Register to Bid to register on Team Georgia
Market Place. Those registering have an option of registering
as a Supplier or a Soucing Bidder.

Sourcing Bidder - If your company provides goods or
services but has never had a purchase order, received
a remittance, or been awarded a contract by the State
of Georgia, you need to register as a sourcing bidder.
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Your company may fit into this category even if it is
active in our current Vendor Registration System.
Review instructions prior to registering.

Supplier - If your company has had a purchase order,
received a remittance, or has been awarded a contract
by the State of Georgia, you need to register as a
supplier. A company in this category will have a
PeopleSoft vendor number in our Financials system.
Review instructions prior to registering.

While the Bid is Still Open

Certain situations may occur that cause the supplier to receive an
email notification regarding the eQuote between the posting of the
eQuote and the evaluation of the eQuote.

e The purchasing agent may cancel the eQuote. If this

happens, the supplier receives an email stating the eQuote
has been cancelled.

B eOusobe Cand cBaten PO 86100 559 - Pesage (FHTM)

i ey | Rkt Al | onmand | T (B2 0 DY M (e e B R
Pfle (M Yew [met Pomsl Ik Aftons  Help

Froen: e ] Gedoas . ga 2o Sl Sun HOGR000 T L P

Ta: rard, Proturement
e
Subjeit:  eiucha Cancellabion BG-SL100-50

Thas mesrage i & poefeation for the cancelanon of e st nomber BCQ-46 100 3% wred by JIWENILE

TISTICE DEPARTMENT OF. Thank wou for your consideration

e The Issuing Officer made changes to the eQuote. This
might include a change in the eQuote closing or an
addendum to the specifications or line items.

%Any time eQuote sends an email, the supplier has the
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opportunity to return to the eQuote and edit the response.

B Erddiosvwad e pelabed Do ekt ¢ maabest EO-26 100 56 - e st (HT40 )

ek | GlPechea il | giPormand | o M (BRI W 0 DY M (e e @R 8,
Pple B Yew |mem Pgms [k Adions  Help

Frome wacdor 0 | {Ixdoan ga o Sordc  Sat WSWI008 A2 PM
Yo Vrgnd, Pro0s emant
<]

Subipeif]  Indow st ielatad b #0808 Fomber | CO-851 D054

The buattons om the shirts may be white or navy
HOTE The USER-IIF and PASSWORD are prowded For thar bad only. They are not relaged to your user name and

paarword m dhe Vendor Eepuivasion Syatem. Once you have sobarmed your bed, o the bod has closed, the TIEER.-TD an
PASSWORIDF shown below wall be deactivated

USER.-ID: purehasmgiiagopeadse oo

PASSWORD: qacte D208

IE o bavee ary queostions regarding this oCuscte. you may omial (FludentQ ], fudeni0 1) a8 (Fudent0] @doas ga gov)
Chek on the ik below 80 accers the eChuoke rpdlem

bty el doae Bate g ueFRESapptranEO vendor logm 1ppTli=23 59

6 If you need additional information available on the
functions available to the supplier, review the supplier’s guide
to eQuote.

After the Bid Closes

Once you make the award, all suppliers receive notification of
the decision. The supplier who is awarded all or part of the
eQuote receives the following email.
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B elusbe Aweard for 10055 - “ewsage (Flain Trsa)

§ Clbeey | CiRectyton) | Crormed | B M (B2 Y DX e B T
Db B Yew et Fpme Lob Adins b

P RidhotomPdoa. 4. o Sect:  Sun NIT000 T P
Toi Trand, Proosement

Loz

Subspert:  efunte Asard for EQ-46 000-56

LYNDA SANTORD, congseculations, Touw have been swacded alifpact of sducte naber Lo-46100-56
entitled Assorred Clochieg Stema for which you gecently subsmiteed an onlipe Bid. You will
receive a Purchase Order(POJ im the near future cutliming che dexails of che award.

Inforsacion CONTAOT)
/

The suppliers who do not receive the award receive the following
email.

AGENCY: JUVENILE JUSTICE, DEFARTAINT OF
COMTACT PERZON: studentldl, STudssrdl
COMNTACT PHONE: S04-&56-6131

£, sl webrected o el e+ Sessoge (Pl e }

! ety | Ciimectyto a | gtFormend | T (B2 % T 0 TN N e - e T
Ple S Yew [mot Foms Jook  Adions  Help \

Frome  badotoeiidoan.ga.goe Serit:  Son W08 702 PM
To Trard, Fronzement

o i, i

Sulvjet: et seiected o eluste

b’l’l! ANDRENT, we regiet o infccrm $ou that pour Bid ¥as oof sslected ISfF sfuots nunbes
EQ-46100-56 ensicled Azporced Clothing Icems for which you recencly submicted an onlane bi
We chask you for subsitcing a bild asd bope that you will 46 S0 agaimn.

Inforsation COmMLATL]

ASENCY: JUVENILE JUSTICE, DEPARTHENT ofF
CONTLCT PERSCE: atudsntlll, studsptDl
COMTACT FHOME! 404-£58-5131

]

L

In addition, suppliers can go to the automated system on the
eQuote Public Site and view a listing of all closed eQuotes.
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Frequently Asked Questions (FAQ's)

Below is a list of FAQ's.

Getting started (purchasing agents):

Q How do I get started using eQuote as a user?

A You must have authorization to use eQuote. Your Agency
Procurement Officer (APO) or University Procurement Officer
(UPO) is responsible for determining who is authorized to use
eQuote and for adding you into the Georgia Procurement

Registry (GPR).

Q Is it required to be a registered buyer in order to post a bid
using the eQuote system?

A Yes. Your Agency Procurement Office (APO) determines who
has access to eQuote and assigns each buyer authority to use
the eQuote system.

Q Will my agency be required to subscribe to PeopleSoft in
order to use eQuote?

A No, eQuote is a stand-alone system.

The supplier UserID and password:

Q What is the supplier’s eQuote UserID and password?

A The supplier's eQuote UserID and password are unique to
each eQuote. Do not confuse the supplier’'s eQuote UserID
and password with the UserID and password a supplier has
for the Team Georgia Market Place.

When Can I Use eQuote?

Q What types of solicitations should you use eQuote for?

A eQuote was designed for simple solicitations where price is
the only determining factor. You can use eQuote for

commodity and service procurements. You cannot use eQuote
to solicit construction bids or for sole source solicitations.
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O » O >

Why can’t I use eQuote for any construction bids?

You cannot use eQuote for any construction bids because
these bids require the use of a project manual and must be
posted for 30 days.

What types of procurement items are eligible/recommended
for eQuotes?

Use eQuote for any simple price-only bid response.
Can I use eQuote for Sole-Source purchases?
No.

Can I use eQuote for a sole brand where I indicate a specific
make and model? For anything else, do you need cut sheets
or specs from the bidder to verify conformance to stated
specs?

Yes, you can use eQuote for sole brand solicitations including
a description and more documentation for more specifications
if you choose.

Can I use eQuote for food purchase solicitations that require
taste/test panel evaluations in order to determine if product
meets specifications?

No, do not use eQuote for complex solicitations.

Is gutter installation or air duct cleaning services considered
as "Construction" which would require 30 days per law as
stated? Please elaborate on what we would need to do for
facility maintenance.

No, gutter installation and air duct cleaning is not
construction. It is a service that you can post on eQuote. If
you are going to use eQuote to award based on more than
just price, use an RFP for service related sourcing events.

Can I use the eQuote system for printing of magazines and
handbooks?

Yes, because you could ask for a sample.

If an award has been made to the lowest bidder via the

eQuote
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A

eQuote system and that supplier does not pass a background
check how do we go about awarding to the next lowest
supplier?

eQuote provides you with the ability to re-award.

Adding a Supplier:

Q

Does the requirement to include at least 12 suppliers remain,
and if not, what are the new requirements?

The requirements have changed to include a minimum of 20
suppliers. However, you may add an unlimited number of
suppliers.

Can I add a supplier to the suppliers added randomly by
eQuote?

Yes. The supplier must be register in Team Georgia Market
Place.

When adding suppliers, it is only possible to use one NIGP
code, and if a supplier that you pick is registered incorrectly
then, the supplier needs to correct their NIGP registration.
However, if you can add a supplier after the eQuote has been
issued, but not awarded, does that supplier have to have the
same NIGP code as what is in eQuote or can the NIGP code
be different?

You can add a supplier who has a different NIGP Code and
make the award, but then you should ask the supplier to
update his/her profile to include the additional NIGP Code.

Explaining policy, process, terminology and technology

issues:

Q  Will eQuote replace the requirement to post to the Georgia
Procurement Registry?

A  Yes, only those solicitations being processed through the
eQuote system.

Q Can I use a P-card to pay for an eQuote?

You can use a P-card as a form of payment for eQuote as
long as you follow the policies and procedures the P-card.
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Q For bids under $10,000, I have been using faxes. Can I use
both eQuote and a fax when purchasing items or services
below $10,0007?

A No. You must use eQuote.

Q CanIinclude a pre-bid conference or a site visit as a part of
an eQuote?

A  Yes. However, a pre-bid conference must take place at least
five days prior to the closing of any bid including an eQuote
bid. If you decide to include a pre-bid conference, you must
consider the length of time for which to post the eQuote.

Q What guidelines would a purchasing agent use to determine
the number of days an eQuote should be posted?

A  eQuote provides a chart to assist you in determining the
number of days to post the eQuote. The User’s Guide also
provides this information.

Can suppliers add documents to their bid submissions?
Yes.

Do I still have to use RFQs in addition to eQuote?

No, eQuote is desighed to replace RFQs.

Define the term dollar value used in eQuote.

> O » O r» O

The dollar value is the estimated dollar amount for that
eQuote.

Q If I cancel an eQuote, can I later go back and copy the
eQuote to create another eQuote?

Yes.

If I make an award and after the award the supplier cannot
deliver, will eQuote allow a change of the eQuote in the
system?

Qo >

A Yes, you can re-award with eQuote.

Q What if a supplier wants to partner with another supplier in
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order to bid, and what about suppliers who are comprised of
individual contractors who can be hired to operate under the
same corporate umbrella?

A  If there is a partnership, they must be registered under the
Team Georgia Market Place as such.

Q Can you copy/transfer information on a prior RFQ in
PeopleSoft to eQuote?

A No, you must type each line separately.
Q  Will eQuote incorporate the Reverse Auction process?

A No.
Making an award:

Q Can the eQuote award be split among suppliers?
A Yes.

Q If a supplier is to respond to each NIGP on each line and the
supplier does not provide the particular goods/services for
one of multiple lines on the eQuote bid, how do they
respond?

A There is a box for No Bid at each line.

Q If a supplier used 0.00 as the bid amount, this will cause the
supplier to be the low bidder. Does the system accept 0.00 as
a legitimate amount?

A  The system may allow such a bid, but when you review the
bids, you will notice the 0.00 amount. This is a valid reason
to deny that supplier the award. You should contact the
supplier to ask if 0.00 was intentionally entered. If the reason
is because the supplier does not have that item or service,
you must deny the eQuote for that supplier. However, if the
reason is because the supplier is not charging for that item or
service, you may consider the bid response and document
the information.

NIGP Codes:

Q Can I use more than one NIGP code in an eQuote?
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A  Yes, you may include an unlimited number of NIGP Codes.
Vendor notification:

Q What types of notifications do eQuote selected suppliers
receive?

A  Selected suppliers, both randomly selected and those added
by the buyer, receive the following email notifications:

e An invitation to participate in the eQuote solicitation

e An acknowledgment that their eQuote has been received

e A notice of any change or correction to the eQuote
(optional)

e A notice if the supplier has been awarded the eQuote

e A notice if the supplier has not been awarded the eQuote

e An NOIA for eQuotes $100,000 and above

¢ A notice if the eQuote has been canceled
Documentation:

Q Following award of the eQuote, how long does the system
maintain information? For records retention purposes, can I
rely on the information stored in the system or should I print
hard copies for our files?

A It is recommend to maintain a copy of your eQuote in your
bid files.

Getting Help:
Q What should I do if I have problems with eQuote?
A DOAS State Purchasing has Help Desk staff. You can contact

the Help Desk during regular business hours at 404-657-
6000.
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Appendix A: State of Georgia eQuote Solicitation
Instructions

You can supplement these instructions by including additional
instructions or special terms provided by the Agency in the
Request for Quotes.

1.0

2.0

DEFINITIONS

1.1

1.2

1.3

“Agency” means the State of Georgia entity identified
in the eRFQ to contract with the successful supplier.

“eRFQ"” means the electronic Request for Quotes (and
any amendments or addenda thereto).

“Response” means the supplier’s quote, including any
accepted modifications or clarifications.

SOLICITATION

2.1

2.2

2.3

eRFQ Requirements. Suppliers must respond as
directed to all required specifications or other
mandatory requirements, including providing all
requested information, forms, product samples, or
demonstrations.

References to Brand Name Products. Unless
otherwise specified, references to brand name or trade
name/mark products are intended to be descriptive,
but not restrictive, and are used to indicate the quality
and characteristics of products that may be offered.
Other products may be considered for award if such
products are clearly identified and are determined by
the Agency to meet its needs in all respects. All
responses must indicate the brand name and model or
series number of the product offered as well as
specifications, catalog pages, or other data that will
provide an adequate basis for determining the quality
and functional capabilities of the product offered.

Amending or Canceling the Solicitation. The
Agency reserves the right to amend the eRFQ without
prior notice, at any time, at its sole discretion by one
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or more written addenda. The eRFQ may be withdrawn
or cancelled by the Agency at any time.

3.0 SUPPLIER’'S SUBMITTED RESPONSE

3.1

3.2

3.3

3.4

Supplier’s Offer. The supplier understands and
agrees that the Response constitutes an offer, which,
when accepted in writing by the Agency, and subject to
the terms and conditions of such acceptance, will
constitute a valid and binding contract between the
supplier and the Agency. Unless indicated otherwise in
the eRFQ, the offer conveyed by the Response shall
remain open for a period of thirty (30) days from the
date of the eRFQ closing, which offer may be extended
with the supplier’s consent. All Responses shall be
made in accordance with the provisions of the Georgia
Vendor Manual, these instructions and the eRFQ. In
case of a conflict between these instructions and the
Georgia Vendor Manual, the former shall govern.

Supplier Pricing.

3.2.1 Offered Pricing. Suppliers must quote net
prices. In the event there is a discrepancy between the
quoted unit price and the extended price, the unit price
shall govern.

3.2.2 Cash Discounts. Any cash discount offered to
the Agency must be clearly identified in the Response.
In the event that the State is entitled to a cash
discount, the period of computation will commence on
the date of delivery or receipt of a correctly completed
invoice indicating the discount, whichever occurs later.

Delivery. Unless otherwise specified in any terms and
conditions attached to the eRFQ, all product deliveries
will be F.O.B. destination and all shipping charges must
be included in the quoted cost.

Impermissible Language.

3.4.1 Late Charges or Interest Charges.
Responses containing provisions for late or interest
charges cannot be awarded a contract. Suppliers must
“strike through” any such provisions in printed forms
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3.5

3.6

3.7

3.8

and initial such revisions prior to submitting a
Response to the Agency.

3.4.2 "“Minimum” Provisions. Responses
containing minimum order, shipping quantity, or dollar
value provisions, unless otherwise called for in the
eRFQ, may be determined non-responsive.

3.4.3 Prepayment or Progress Payment.
Responses containing prepayment and/or progress
payment requirements may be determined non-
responsive unless otherwise permitted by the eRFQ.

3.4.4 Payment in Less Than Thirty Days. Unless
permitted by the eRFQ, Responses requiring payment
from the Agency in less than thirty (30) days will be
considered non-responsive.

3.4.5 Taxes. The State is exempt from certain taxes
and no provision for such taxes should be included in
the Response.

Identifying Supplier Exceptions. Any permitted
exceptions to the eRFQ, including any attached
contract terms and conditions, must be clearly and
separately identified in the Response. The Agency
reserves the right to reject any or all of the proposed
exceptions or modify the contract consistent with the
successful supplier’'s Response, provided that no such
modifications would, in the sole discretion of the
Agency, affect the eRFQ evaluation criteria or give the
successful supplier a competitive advantage.

Public Records. The supplier is hereby notified that
any and all materials submitted in response to this
eRFQ are subject to the provisions of the Georgia Open
Records Act (O.C.G.A. § 50-18-70 et seq.).

Submitting Supplier Responses. The Response and
all submitted materials become the property of the
State. The supplier shall be solely responsible for any
costs associated with developing and preparing the
Response.

Response Withdrawal. Responses may be
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withdrawn by the supplier prior to the eRFQ closing
date.

4.0 EVALUATION AND CONTRACT AWARD

4.1

4.2

4.3

4.4

4.5

Award Criteria. Any contract award resulting from
the eRFQ will be made to the lowest, responsive and
responsible supplier meeting all specifications and with
whom the Agency has reached agreement on all
contract terms and conditions.

Agency’s Rights. The Agency reserves the right to:
(a) waive minor irregularities, variances or non-
material defects in a Response; (b) reject any and all
Responses, in whole or in part; (c) request
clarifications from suppliers; (d) request resubmissions
from all suppliers; (e) make partial, progressive or
multiple awards; and (f) take any other action as
permitted by law.

Resolving Contract Exceptions. Prior to contract
award, the apparent winning supplier may be required
to enter into discussions with the Agency to resolve
any contractual differences. If contract discussions are
not finalized within such reasonable time frame as is
identified by the Agency, the Response may be
rejected and discussions may be initiated with the next
best ranked supplier.

Reciprocal Preference Law. For the purposes of
evaluation only, suppliers resident in the State of
Georgia will be granted the same preference over
suppliers resident in another state in the same manner,
on the same basis, and to the same extent that
preference is granted in awarding contracts for the
same goods or services by such other state to suppliers
resident therein over suppliers resident in the State of
Georgia. For the purposes of this law, the definition of
a resident supplier is one who maintains a place of
business with at least one employee inside the State of
Georgia.

Supplier Registration Requirement. No award will
be made to any supplier not registered with the
Department of Administrative Services’ Team
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4.6

Georgia Market Place.

Small and Minority Business Participation. Itis
the policy of the State of Georgia that small and
minority business enterprises shall have a fair and
equal opportunity to participate in the State purchasing
process. Therefore, the State of Georgia encourages
all small and minority business enterprises to compete
for, win and receive contracts for goods, services and
construction. Also, the State encourages all companies
to subcontract portions of any State contract to small
and minority business enterprises.

5.0 SUPPLIER CONDUCT

5.1

5.2

Supplier Communication with the State. Suppliers
shall not communicate with state staff regarding the
eRFQ before contract award or cancellation of the
eRFQ, except through the identified Agency
representative. Responses submitted by suppliers
violating this provision are subject to rejection.

Informal Complaints. If the Agency is subject to the
State Purchasing Act (Code Sections 50-5-50 et seq.),
suppliers must comply with Section 3.8 of the Georgia
Vendor Manual regarding informal complaints.
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Appendix B: State of Georgia eQuote
STANDARD TERMS AND CONDITIONS FOR GOODS
AND/OR SERVICES

You may supplement or revise these terms and conditions with
additional instructions or special terms with the Request for
Quotes. In the event of a conflict between these eQuote Standard
Terms and Conditions for Goods and/or Services and the
additional instructions or special terms provided by the Agency
with the Request for Quotes, the latter shall govern.

A. DEFINITIONS

Definitions. The following words shall be defined as set
forth below:

(i)

(i)

(iii)

(iv)

(v)

“Agency” means the State of Georgia entity identified
in the eRFQ to contract with the successful supplier.

“Contract” means the agreement between the Agency
and the Contractor as defined by the State of Georgia
eQuote Standard Terms and Conditions and all
incorporated documents.

“Contractor” means the provider of the goods and/or
services under the Contract.

“Response” means the contractor’s submitted
response to the eRFQ, including any modifications or
clarifications explicitly accepted by the Agency in
writing.

“"eRFQ"” means the Request for Quotes or other
solicitation document (and any amendments or
addenda thereto) that was used to solicit the goods
and/or services that are subject to the Contract.

B. INCORPORATED DOCUMENTS

The terms, conditions, and specifications of the eRFQ and the
Contractor’s Response are hereby incorporated by reference and
made a part hereof just as if they had been fully set out herein.
In the case of any inconsistency or conflict among the specific
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provisions of the Contract and any incorporated documents, any
inconsistency or conflict shall be resolved as follows: first, by
giving preference to the specific provisions of the Contract;
second, by giving preference to the specific provisions of the
eRFQ; and third, by giving preference to the specific provisions of
the Contractor’s Response. Any pre-printed terms and conditions
included on Contractor’s forms or invoices shall be null and void.

C. DURATION OF CONTRACT

The Contract between the Agency and the Contractor shall begin
and end on the dates specified in the eRFQ (or upon completion of
all deliverables), unless terminated earlier in accordance with the
applicable terms and conditions of this Contract. Pursuant to
0.C.G.A. Section 50-5-64, this Contract shall not be deemed to
create a debt of the State for the payment of any sum beyond the
fiscal year in which the appropriations have been made.

D. DELIVERABLES

1. Specifications in Bidding Documents. The
Contractor shall provide all goods, services, and other
deliverables required in the eRFQ that comply with the
specifications contained in the eRFQ and the terms of
the Contract, plus those goods, services and other
deliverables as may additionally be described in
Contractor’s Response.

2. Product Shipment and Delivery. All products shall
be shipped F.O.B. destination, freight prepaid and
included to the location(s) specified in the eRFQ or as
provided in the Agency’s purchase instrument. All
items shall be at the Contractor’s risk until they have
been delivered and accepted by the receiving entity.
All items shall be subject to inspection on delivery.
Hidden damage will remain the responsibility of the
Contractor to remedy without cost to the Agency,
regardless of when the hidden damage is discovered.

3. Non-Exclusive Rights and No Minimums
Guaranteed. The Contract is not exclusive. The
Agency reserves the right to select other contractors to
provide goods and services similar to goods and
services described in the Contract during the term of
the Contract. The Contract does not guarantee any
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minimum level of purchases unless stated otherwise in
the eRFQ.

E. COMPENSATION

1.

Pricing. The Contractor will be paid for the goods and
services sold pursuant to the Contract in accordance
with the Contract. Unless clearly stated otherwise in
the eRFQ, all prices are firm and fixed and are not
subject to variation. Prices include, but are not limited
to freight, insurance, fuel surcharges and customs
duties.

Billings. If applicable, and unless the eRFQ provides
otherwise, the Contractor shall submit, on a regular
basis, an invoice for goods and services supplied to the
Agency under the Contract at the billing address
identified by Agency and the Agency shall remit
payment to the Contractor within thirty (30) calendar
days of the Agency’s receipt of the invoice.

Delay of Payment Due to Contractor’s Failure. If
the Agency in good faith determines that the
Contractor has failed to perform or deliver any service
or product as required by the Contract, the Contractor
shall not be entitled to any compensation under the
Contract until such service or product is performed or
delivered. In this event, the Agency may withhold that
portion of the Contractor’'s compensation which
represents payment for services or products that were
not performed or delivered.

F. TERMINATION

1.

Immediate Termination. Pursuant to O.C.G.A.
Section 50-5-64, this Contract will terminate
immediately and absolutely if the Agency determines
that adequate funds are not appropriated or granted or
funds are de-appropriated such that the Agency cannot
fulfill its obligations under the Contract, which
determination is at the Agency's sole discretion and
shall be conclusive. If the Agency declares a lack of
funding pursuant to this paragraph, the Agency will not
contract for the same goods or services during the
remainder of the fiscal year (July 1 - June 30) in which
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the lack of funding was declared.

2. Termination Upon Notice. Following thirty (30)
calendar days’ written notice, the Agency may
terminate the Contract in whole or in part without the
payment of any penalty or incurring any further
obligation to the Contractor.

3. Payment Limitation in Event of Termination. In
the event of termination of the Contract for any reason
by the Agency, the Agency shall pay only those
amounts, if any, due and owing to the Contractor for
goods and services actually rendered up to and
including the date of termination of the Contract and
for which the Agency is obligated to pay pursuant to its
Contract or purchase instrument. Payment will be
made only upon submission of invoices and proper
proof of the Contractor’s claim. This provision in no
way limits the remedies available to the Agency under
the Contract in the event of termination.

4, The Contractor’s Termination Duties. Upon receipt
of notice of termination or upon request of the Agency,
the Contractor shall cease work under the Contract and
take all necessary or appropriate steps to limit
disbursements and minimize costs. Contractor shall
immediately cease using and return to the Agency any
personal property or materials, whether tangible or
intangible, provided by the Agency to the Contractor.
Further, the Contractor shall immediately return to the
Agency any payments made by the Agency for goods
and services that were not delivered or rendered by
the Contractor.

G. PATENT/COPYRIGHT INFRINGEMENT
INDEMNIFICATION

Contractor shall, at its own expense, be entitled to and shall have
the duty to participate in the defense of any suit instituted against
the State and indemnify the State against any award of damages
and costs made against the State by a final judgment of a court of
last resort in such suit insofar as the same is based on any claim
that any of the goods and/or services constitutes an infringement
of any United States Letters Patent or copyright, provided the
State gives the Contractor immediate notice in writing of the
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institution of such suit, permits Contractor to fully participate in
the defense of the same, and gives Contractor all available
information, assistance and authority to enable Contractor to do
so. Subject to approval of the Attorney General of the State of
Georgia, the Agency shall tender defense of any such action to
Contractor upon request by Contractor. Contractor shall not be
liable for any award of judgment against the State reached by
compromise or settlement unless Contractor accepts the
compromise or settlement. Contractor shall have the right to enter
into negotiations for and the right to effect settlement or
compromise of any such action, but no such settlement shall be
binding upon the State unless approved by the State.

In case any of the goods and/or services is in any suit held to
constitute infringement and its use is enjoined, Contractor shall, at
its option and expense:

(i) Procure for the State the right to continue using the
goods and/or services;

(ii) Replace or modify the same so that it becomes non-
infringing; or

(iii) Remove the same and cancel any future charges
pertaining thereto.

Contractor, however, shall have no liability to the State if any such
patent, or copyright infringement or claim thereof is based upon
or arises out of:

(i) Compliance with designs, plans or specifications
furnished by or on behalf of the Agency as to the goods
and/or services;

(ii) Use of the goods and/or services in combination with
apparatus or devices not supplied by Contractor;

(iii) Use of the goods and/or services in a manner for which
the same was neither designed nor contemplated; or

(iv) The claimed infringement of any patent or copyright in
which the Agency or any affiliate or subsidiary of the
Agency has any direct interest by license or otherwise.

The indemnification obligation of the Contractor shall survive
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termination of the Contract.
H. INSURANCE AND BONDS

Contractor shall provide all insurance and all required bonds in
accordance with the eRFQ.

I. Warranties.

The Contractor represents and expressly warrants that all aspects
of the goods and services provided or used by it are merchantable
and shall at a minimum conform to the standards in the
Contractor’s industry. The warranties expressed in the Contract
are intended to modify the warranties implied by law only to the
extent that they expand the warranties applicable to the goods
and services provided by the Contractor. Acceptance by the
Agency shall not relieve the Contractor of its warranty or any
other obligation under the Contract.

1. Originality and Title to Concepts, Materials, and
Goods Produced. Contractor represents and warrants
that all the concepts, materials, goods and services
produced, or provided to the State pursuant to the
terms of the Contract shall be wholly original with the
Contractor or that the Contractor has secured all
applicable interests, rights, licenses, permits or other
intellectual property rights in such concepts, materials
and works. Contractor represents and warrants that
title to any property assigned, conveyed or licensed to
the Agency is good and that transfer of title or license
to the State is rightful and that all property shall be
delivered free of any security interest or other lien or
encumbrance.

2. Authority to Enter into Contract. The Contractor
represents and warrants that it has full authority to
enter into the Contract and that it has not granted and
will not grant any right or interest to any person or
entity that might derogate, encumber or interfere with
the rights granted to the State and the Agency.

J. CONTRACT ADMINISTRATION
1. Compliance with the Law. The Contractor, its

employees, agents, and subcontractors shall comply
with all applicable federal, state, and local laws, rules,
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ordinances, regulations and orders now or hereafter in
effect when performing under the Contract. The
provisions of O.C.G.A. Section 45-10-20 et seq. have
not and must not be violated under the terms of this
Contract.

Drug-free Workplace. The Contractor hereby
certifies as follows:

(i)

(i)

(iii)

Contractor will not engage in the unlawful
manufacture, sale, distribution, dispensation,
possession, or use of a controlled substance or
marijuana during the performance of this
Contract; and

If Contractor has more than one employee,
including Contractor, Contractor shall provide for
such employee(s) a drug-free workplace, in
accordance with the Georgia Drug-free Workplace
Act as provided in O.C.G.A. Section 50-24-1 et
seq., throughout the duration of this Contract;
and

Contractor will secure from any subcontractor
hired to work on any job assigned under this
Contract the following written certification: "As
part of the subcontracting agreement with
(Contractor's Name), (Subcontractor's Name)
certifies to the contractor that a drug-free
workplace will be provided for the subcontractor's
employees during the performance of this
Contract pursuant to paragraph 7 of subsection
(b) of Code Section 50-24-3."

Contractor may be suspended, terminated, or debarred if it is
determined that:

(i)
(i)

Contractor has made false certification here in
above; or

Contractor has violated such certification by
failure to carry out the requirements of O.C.G.A.
Section 50-24-3(b).

Amendments. The Contract may be amended in
writing by mutual consent of the parties. All
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amendments to the Contract must be in writing and
fully executed by duly authorized representatives of
the parties.

Third Party Beneficiaries. There are no third-party
beneficiaries to the Contract. The Contract is intended
only to benefit the Agency, the State, and the
Contractor.

Choice of Law and Forum. The laws of the State of
Georgia shall govern and determine all matters arising
out of or in connection with this Contract without
regard to the choice of law provisions of State law. In
the event any proceeding of a quasi-judicial or judicial
nature is commenced in connection with this Contract,
such proceeding shall solely be brought in a court or
other forum of competent jurisdiction within Fulton
County, Georgia. This provision shall not be construed
as waiving any immunity to suit or liability, including
without limitation sovereign immunity, which may be
available to the State.

Integration. The Contract represents the entire
agreement between the parties.

Notice. Any and all notices, designations, consents,
offers, acceptances or any other communication
provided for herein shall be given in writing by
registered or certified mail, return receipt requested,
by receipted hand delivery, by Federal Express, courier
or other similar and reliable carrier which shall be
addressed to the person who signed the Contract on
behalf of the party at the address identified in the
eRFQ.

Severability. If any provision of the Contract is
determined by a court of competent jurisdiction to be
invalid or unenforceable, such determination shall not
affect the validity or enforceability of any other part or
provision of the Contract.

Time is of the Essence. Time is of the essence with
respect to the performance of the terms of the
Contract.
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10.

11.

12.

13.

Debarred, Suspended and Ineligible Status.
Contractor certifies that the Contractor and/or any of
its subcontractors have not been debarred, suspended
or declared ineligible by any agency of the State of
Georgia. Contractor will immediately notify the Agency
if Contractor is debarred by the State or placed on the
Consolidated List of Debarred, Suspended and
Ineligible Contractors by a federal entity.

Taxes. The Agency is exempt from certain sales and
use taxes. By executing the Contract the Contractor
certifies it is either (a) registered with the Georgia
State Department of Revenue, collects, and remits
State sales and use taxes as required by Georgia law,
including Chapter 8 of Title 48 of the O.C.G.A.; or (b)
not a “retailer” as defined in O.C.G.A. Section 48-8-2.

Force Majeure. Neither party will be liable to the
other party for nonperformance resulting from labor
strikes, riots, wars, acts of governmental authorities
preventing performance, extraordinary weather
conditions or other natural catastrophe, or any other
cause beyond the reasonable control or contemplation
of either party.

Limitation of Contractor’s Liability to the State.
Except as otherwise provided in this Contract,
Contractor’s liability to the State for any claim of
damages arising out of this Contract shall be limited to
direct damages and shall not exceed the total amount
paid to Contractor for the performance under this
Contract. No limitation of Contractor's liability shall
apply to Contractor's liability for loss or damage to
State equipment or other property while such
equipment or other property is in the sole care,
custody, and control of Contractor's personnel.
Contractor hereby expressly agrees to assume all risk
of loss or damage to any such State equipment or
other property in the care, custody, and control of
Contractor's personnel. Contractor shall only be liable
to the extent of Contractor’s contribution to the
situation giving rise to the claim. Contractor shall have
no liability if the situation giving rise to the claim
results solely from the act or omission of the Agency.
Nothing in this section shall limit or affect Contractor's
liability arising from claims brought by any third party.
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14.

15.

Obligations Beyond Contract Term. The Contract
shall remain in full force and effect to the end of the
specified term or until terminated or canceled pursuant
to the Contract. All obligations of the Contractor
incurred or existing under the Contract as of the date
of expiration, termination or cancellation will survive
the termination, expiration or conclusion of the
Contract.

Transition Cooperation and Cooperation with
other Contractors. Contractor agrees that upon
termination of this Contract for any reason, it shall
provide sufficient efforts and cooperation to ensure an
orderly and efficient transition of services to the State
or another contractor. The Contractor shall provide full
disclosure to the State and the third-party contractor
about the equipment, software, or services required to
perform services for the State. The Contractor shall
transfer licenses or assign agreements for any software
or third-party services used to provide the services to
the State or to another contractor.
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